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LETTER OF SUBMITTAL. 



DBPARTM8NT OP TH]S INTERIOR, 

U. S. Geow>oicai< Survey, 

July 22, igi<h 
The Secretary of the Interior. 

Sir: The regulations of the Survey as approved by the Secretary 
of the Interior December 37, 1902, have been modified in many 
important particulars by Secretary's orders issued since that date, 
and it is desirable that revised regulations be published at this 
time for the guidance of the members of the Survey. 

The convenience of having both these regulations and the Survey's 
instructions as well as the necessary quotations from the Statutes 
included in one volume for the use of both office and field men has 
become manifest. I have therefore prepared and submit for your 
approval a draft which includes both the regulations and the revised 
instructions hitherto issued by the Director of the Survey. 
Very respectfully, 

George Otis Smith, 

Director. 
Approved. 

R. A. Balunoer, 

Secretary, 
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Regulations and Instructions of the 
United States Geological Survey. 



INTBODTTCTION, 

PREFACE. 

On January i, 1903, a revised edition of the Survey regulations 
went into effect, and on May i, 1903, a book of instructions for the 
guidance of Survey members was issued. A committee on revision 
of regulations was appointed October 29, 1907, but its work was 
terminated by orders from the Department to incorporate the 
Survey regulations in a proposed set of department regulations. 
These departmental regulations were never issued, and on March 30, 
19 10, a new committee was appointed to revise the Survey regu- 
lations. 

In the preparation of these regulations use has been made of all 
essential material contained in former regulations and instructions, 
as well as of the material collected by the committee of 1907, the 
object being to combine in one volume the law, regulations, and 
instructions applicable to the fiscal and other operations of the 
Survey, omitting, however, directions relative to technical and 
scientific procedure. Members of the Survey are expected to read 
the book careftdly and to comply strictly with the provisions of 
law and the regulations. 

ORGANIC LAW. 

On March 3, 1879, as a result of recommendations made by the 
National Academy of Science in response to a request by Congress, 
the President approved a bill creating the Geological Survey, which 
contains the following provisions: 

For the salary of the Director of the Geological Stirvey, which office is hereby 
established under the Interior Department, who shall be appointed by the 
President by and with the advice and consent of the Senate* six thousand 
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dollars: Provided^ That this officer shall have the direction of the Geological 
Survey and the classification of the imblic lands and examination of the geolog- 
ical structure, mineral resources, and products of the national domain. And 
that the Director and members of the Geological Survey shall have no personal 
or private interests in the lands or mineral wealth of the region under survey 
and shall execute no surveys or examinations for private pcuties or corpora- 
tions: and the Geological and Geographical Survey of the Territories and the 
Geographical and Geological Survey of the Rocky Mountain Region, under the 
Department of the Interior, and the Geographical Surveys West of the One 
Hundredth Meridian, under the War Department, are hereby discontinued, to 
take effect on the thirtieth day of Jtme, eighteen hundred and seventy-nine. 
And all collections of rocks, minerals, soils, fossils, and objects of natural history, 
archeology, and ethnology, made by the Coast and Interior Survey, the Geo- 
logical Survey, or by any other parties for the Govuimient of the United States, 
when no longer needed for investigations in progress, shall be deposited in the 
National Museum. 

♦ * « « « 

The publications of the Geological Survey shall consist of the annual report 
of operations, geological and economic maps illustrating the resources and dassi* 
fication of the lands, and reports upon general and economic geology and pale- 
ontology. The annual report of operations of the Geological Survey shall 
accompany the annual report of the Secretary of the Interior. All special 
memoirs and reports of said Survey shall be issued in unHorm quarto series if 
deemed necessary by the Director, but otherwise in ordinary octavos. Three 
thousand copies of each shall be published for scientific exchanges and for sale 
at the price of publication; and all literary and cartographic materials received 
in exchange shall be the property of the United States and form a part of the 
library of the organization; and the money resulting from the sale of such pub- 
lications shall be covered into the Treasury of the United States. 

For a number of years after the passage of this act the work of 
the Survey was carried on under lump-mim appropriations, but in 
1888 Congress completely itemized the approprkttion and began 
the policy of fixing for each fiscal year the amount of money to be 
used for each kind of work. This policy is still pursued, and the 
organic law is therefore to be read with the restrictions or direc- 
tions contained in each annual appropriation act. 

OBaANIZATION. 

OUTI<INE. 

For convenience of administration the Geological Survey is sub- 
divided into branches, divisions, and sections. The work is dassi* 
fied naturally into ^\^ branches — (i) administrative; (2) geologic; 
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(3) topographic; (4) water resources; (5) publication. Each of the 
technical branches is administered by a chief, who reports to the 
Director. 

The branches are subdivided into divisions and some of the 
divisions into sections. In the administrative branch the division 
is, as a rule, the administrative unit. In the technical branches 
the divisions are administrative units, but some of the sections are 
organized for purposes of scientific supervision only and the field 
party is the administrative unit. 

District offices are maintained by the Survey at the following 
points: 

Augusta, Me. Denver, Colo. 

Albany, N. Y. Salt Lake aty, Utah. 

Atlanta, Ga. Portland, Oreg. 

Newport. Ky. San Francisco, Cal. 

St. Paul, Minn. Los Angeles, Cal. 

Helena, Mont. Sacramento, Cal. 

The officers in charge of these local headquarters are expected to 
place the facilities of their offices at the disposal of members of the 
Survey, to keep as complete a file of Survey publications as may be 
obtainable, and to supply information concerning the Survey's work 
to all inquirers. 

Under the terms of the organic act the Director is the admin- 
istrative and scientific head of the Survey. He reports officially to 
the Secretary of the Interior and, in conjunction with the Secretary, 
he determines the policies of the Survey. He directs the scientific 
work and is, in general, responsible for the organization and opera- 
tion of the Survey. 

The chief clerk, as the representative of the Director, is in charge 
of the administrative branch. In the absence of the Director he 
shall have charge of the office as Acting Director and shall sign all 
official correspondence. He shall sign all general circulars and 
letters to members of the Survey "By order of the Director," 
shall sign all requests on the Department for stationery and all 
orders for purchases for office use, and shall supervise the work of all 
the other clerks and see that it is faithfully performed. 
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In the absence of both the Director and the chief clerk, the Sec- 
retary of the Interior may authorize one of the geologists to act 
as Director (Stat. L., vol. 28, p. 197). 

Organization of the United States Geological Survey, 



Branch. 



Division. 



Section. 



Administrative . 



Geologic . 



Topographic . 



Water resources. 



Publication. 



Executive 

Disbursements 

counts. 
.Library. 



and ac- 



/Geology . 



Physics and chemistry . . . 



Mineral resources . 



Alaskan mineral resources. 

Atlantic. 

Central. 

Rocky Mountain. 

Pacific. 

Surface - water investiga- 
tions. 

Grotmd - water investiga- 
tions. 

Water utilization. 

Book publication 



Map editing 

Engraving and printing. 



Correspondence and records. 



Areal and structural ge- 
ology. 

Paleontology. 

Petrology. 

Economic geology of metal- 
liferous ores. 

Economic geology of non- 
metalliferous ores. 

Economic geology of fuels. 

Land classification. 

fPhysics. 
\Chemistry. 

''Metalliferous ores except 
iron. 

Nonmetalliferous minerals 
and iron. 



Texts. 

Illustrations. 

Distribution of publications. 
'Geologic maps. 
Topographic maps. 
Engraving and printing. 
Instrument shop. 
Photographic laboratory. 



BRANCHES. 
ADKnrZSTRATIVS BBAKGH. 



The administrative branch is composed of three divisions — (i) 
executive, (2) disbursements and accounts, and (3) library. 
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REGUI<ATlONS AND INSTRUCTIONS. 1 3 

The work of the executive division is miscellaneous in nature, 
embracing mails, general files, property records, appointments, sta- 
tionery, freight and express, and supplies. 

The functions of the other divisions of the administrative branch 
are indicated with sufficient clearness by their names. 

OEOLOOIC BRAirCH. 

According to the organic law the Director of the Geological Survey 
" shall have the direction of the Geological Survey and the classifi- 
cation of the public lands and examination of the geological struc- 
ture, mineral resources, and products of the national domain.** 

In 1888 Congress inserted in the law making appropriations for 
the Survey*s work an item for "diemical and physical researches 
relating to the geology of the United States" and also one "for the 
preparation of the report on the mineral resources of the United 
States.** In 1895 the first specific appropriation was made for work 
in Alaska, and since 1898 appropriations for the continuation of 
this work have been made each year. 

The geologic branch is organized in accordance with these laws. 

The geologic branch is under the administration of the chief 
geologist and comprises four divisions — (i) geology, (2) physics and 
chemistry, (3) mineral resources, (4) Alaskan mineral resources. 
The chief of each division is responsible for the details of its admin- 
istration, and the supervision of the diief geologist is required for 
the purpose of insuring proper cooperation between the several 
divisions and coordination of the various lines of work. 

The strictly geologic work performed by the Survey within the 
United States, exclusive of Alaska, is concentrated within the divi- 
sion of geology and is administered directly by the chief geologist. 
It includes areal, structural, and stratigraphic work, paleontology, 
petrology, economic geology, and land classification. Each of these 
subdivisions of the work constitutes a section, but the sections are 
so closely interrelated that individual members of the staff of the 
division of geology usually perform work which pertains to more 
than one of these sections. 
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The functions of the section of land dassification, organized in 
1908, differ from the more strictly scientific work of the other sec- 
tions in that they involve results obtained through branches other 
than the geologic. The work of this section is performed through 
the land classification board, which consists of a general advisory 
committee and such classification committees as may be established 
from time to time to deal with any particular class of public lands. 
The chairman of the general board is also chairman of the several 
classification committees and is in diarge of the office force and 
records. 

The division of physics and chemistry, under the supervidon of a 
geologist in charge, is organized to make such chemical and miner- 
alogical determinations as are required by the general work of the 
Survey and to carry on incidental research work. 

The division of mineral resources, under the direction of a statis- 
tician in charge, collects and compiles for publication statistical 
information concerning the mineral products of the United States. 

The division of Alaskan mineral resources, administered by a 
geologist in charge, investigates the mineral resources of Alaska and 
collects and compiles statistics of the mineral production of the 
Territory. The field work of the division is classified under three 
heads — geologic, topographic, and water resourced. 

TOPOOBAPHIC BBAKCH. 

The creation of the topographic branch was the natural result of 
the growth of the Survey organization. It was apparent from the 
beginning that no adequate classification of lands or conclusive 
geologic determinations could be made without a base map. Hence 
in the earlier years of the Survey's existence topographic maps 
were made as a part of its general work. A specific appropriation 
for topographic surveys was first made in the sundry civil act of 
October 2, 1888, which, in part, is as follows: 

For topographic surveys in varkmt portions of the United States, induding 
the pay of temporary employees in field and in office, the cost of all instruments, 
apparatus, and materials, and all other necessary expenses connected therewith. 
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An act approved June 1 1, 1896, contained the following provision: 

« « * That hereafter in such surveys west of the ninety-fifth meridian 
devatioss above a base level located in each area under survey shall be deter- 
mined and marked on the grotmd by iron or stone posts or permanent bench 
marks, at least two such posts or bench marks to be established in each township 
or equivalent area, except in the forest-clad and mountain areas, where at 
least one shall be established, and these shall be placed, whenever practicable, 
near the township comers of the public-land surveys: and in the areas east of 
the ninety-fifth meridian at least one such post or bench mark shall be similarly 
established in each area equivalent to the area ol a township of the pubUc-land 
surveys. ♦ ♦ ♦ [Stat. L.. vol. 09, p. 435.1 

The following provision was included In an act approved June 4, 

1897: 

For the survey oi the public lands that have been or may hereafter be desig- 
nated as forest reserves by Executive proclamation ♦ ♦ ♦. The surveys 
herein provided for shall be made, under the supervision of the Director of the 
Geological Survey, by such person or persons as may be emidoyed by or under 
him for that purpose, and shall be executed under instructions issued by the 
Secretary of the Interior. 

In 1908 the annual appropriation act contained the following 
dause: 

Par continuation of topographic surveys of public lands that have been or 
may hereafter be designated as forest reserves. 

The topographic branch is administered by the chief geographer, 
who reports to the Director. For purposes of supervision and 
administrative control, the brandi is divided into four divisions — 
the Atlantic, Central, Rocky Mountain, and Pacific — eadi under a 
geographer in charge, reporting to the chief geographer. The geog- 
raphers in charge have supervisory contrc^ of all field and office 
operations pertaining to the completion of topographic maps, includ- 
ing the execution of triangulation, primary traverse, and levels in 
their respective divisions. 

The chief geographer and the geographers in charge of divisions 
are assisted in the technical supervision of the work of the branch 
by three inspectors, whose functions are to examine work in progress 
and to aid in the maintenance of high and uniform standards. 
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WATEB-BESOITRCES BBAVCH. 

The water-resources branch exists in its present form by virtue of 
the authority conferred by the following phrase, which appears in 
an act approved June 28, 1902, and has been repeated in succeedin|j 
annual appropriation bills: 

For gauging the streams and determining the water supply of the United 
States, and for the investigation of underground cturents and artesian wells, 
and the preparation of reports upon the best methods of utilizing the water 
resources ♦ ♦ ♦ 

The administrative authority within the branch is vested in the 
chief hydrographer, who reports to the Director. The branch is 
organized in three divisions, whose functions in general conform to 
the phraseology of the act cited above, by virtue of which its work 
is carried on. 

The division of surface-water investigations, under the adminis- 
tration of the assistant chief hydrographer, is engaged in measuring 
stream flow and determining water supplies and in preparing for 
publication the data resulting from these investigations. The im- 
mediate responsibility for the collection of data devolves on district 
engineers in local offices, conveniently placed in the various fields 
under investigation. Each of these district offices has its own organi- 
zation, adjusted to the field to be covered and the amount and char- 
acter of the work to be done. All data procured by the district 
officers are transmitted to the central office in Washington to be 
adjusted and reduced to uniformity before publication. 

The division of ground-water investigations, administered by a 
geologist in charge, undertakes the study of conditions controlling 
the occurrence, quantity, quality, and use of underground water. 
As this study indudes the consideration of many geologic problems, 
most of the members of the division are geologists. Researches are 
also undertaken from time to time in cooperation with the geologic 
brandi. 

The division of water utilization is tmder the direct administra- 
tive control of the chief hydrographer. Its work, referred to it 
chiefly through the Stu-vey's land-classiflcation board, consists of 
the preparation of engineering reports on right of way applications 
for railways and for power and irrigation projects. 
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RBGUI^ATIONS AND INSTRUCTIONS. 1 7 

PITBUCATXOK BRAITCH. 

The publication branch is composed of three divisions — (i) book 
publication, (2) map editing, and (3) engraving and printing. 

The act establishing the Geological Survey, approved March 3, 
1879, specifically provided for the publication of the results of its 
investigations in the form of maps and reports. (See p. 10.) 

Since the passage of this act appropriations for engraving and 
printing have been made each year. 

A resolution approved February 18, 1897, reads as follows: 

* * * That the Director of the Geological Survey be, and is hereby, 
authorized and directed, on the approval of the Secretary of the Interior, to 
dispose of the topographic and geologic maps and atlases of the United States, 
made and published by the Geological Survey, at such prices and under such 
regulations as may from time to time be fixed by him and approved by the 
Secretary of the Interior; and that a number of each map or atlas, not exceeding 
five hundred, shall be distributed gratuitously among foreign governments and 
Departments of our own Government, to literary and scientific associations, and 
to such educational institutions or libraries as may be designated by the Director 
of the Siurvey and approved by the Secretary of the Interior. 

Ssc. 3. That one CQpy of each map and atlas shall be sent to each Senator 
and each Representative and Delegate in Congress, if published within his term; 
and that a second copy shall be placed at the disposal of each Senator, Repre- 
sentative, and Delegate. [Stat. L., vol. 29, p. 701.] 

On May 16, 1902, the following resolution was approved: 

* * * That hereafter the publications of the Geological Survey shall con- 
sist of the annual report of the Director, which shall be confined to one volume 
of royal octavo size; monographs, of quarto size; professional papers, of quarto 
size; bulletins, of cnrdinary octavo size; mineral resources, of ordinary octavo 
size; water-^supply and irrigation papers, of ordinary octavo size; and such maps, 
folios, and atlases as may be required by existing law. 

That hereafter the reports of the Geological Stu-vey, except the annual report 
of the Director, shall be published in editions as recommended in each case by 
the Director and approved by the Secretary of the Interior, but not to exceed 
ten thousand copies. 

That whenever the edition of any of the reiKirts of the Survey shall have 
become exhausted, and the demand for it continues, there shall be published, 
on the requisition of the Secretary of the Interior, as many additional copies of 
the report as the Director of the Survey shall state will, in his judgment, be 
nt/otmary to meet the demand. ♦ ♦ ♦ 

The topographic maps, geologic folios, and monographs are sold; 
the other publications are distributed free. 
56720 — II 2 
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1 he division of book publication, in charge of the editor, includes 
the section of texts, in which all manuscripts are edited and all 
proofs are read; the section of illustrations, in which drawings and 
photographs used to illustrate official publications are prepared for 
this purpose; and the section of distribution, which has charge of the 
distribution of all publications, including maps and reports. 

The division of map editing is charged with the maintenance of 
the accepted Survey standard in all maps, geologic and topographic, 
issued by the Survey. 

The division of engraving and printing, administered by the chiel 
engraver, is charged with all mechanical work involved in the repro- 
duction of official maps or other illustrations published directiy by 
the Survey and not by contract. In addition, this division obtains 
some contracts for illustrations let by the Public Printer and per- 
forms all official photographic work, whether for purposes of repro- 
duction or as matters of record. 

REGULATIONS AND INSTBUCTIONS. 

PERSONNEL. 

APPOIKTMENTS. 

The office of Director is filled by Presidential appointment, subject 
to confirmation by the Senate. All other positions, temporary or 
permanent, of whatever class or grade, except those of unskilled 
laborers and that of private secretary to the Director, are within 
the classified service and are subject to competitive examination 
under civil-service rales; and all except those grouped under the 
head of temporary field assistants and camp laborers are filled by 
formal appointment by the Secretary of the Interior. All formal 
appointments except temporary appointments and those made 
by transfer are first made for a probationary period of six months. 
So far as the Secretary of the Interior and the Civil Service 
Commission are concerned, probational appointments of classified 
employees automatically become absolute at the close of the proba- 
tionary period unless otherwise specifically ordered, and this fact is 
stated in every notice of probational appointment. In other words, 
no reappointment or new appointment is made. To maintain the 
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Survey's standard of efficiency, however, the Director requires that 
the probationary period be actually a period of trial, and at its end 
he desires to know definitely whether the employee's service or 
record has been satisfactory or unsatisfactory. Therefore, at the 
end of the probationary period the Director requires from the 
chief of the branch or division in which the probational appointee 
is employed a definite report as to the nature of the service rendered 
and a specific recommendation that the employment be continued 
or discontinued. 

The employees of the Survey are broadly classified for adminis- 
trative pturposes as (a) employees who hold appointments from 
the Secretary of the Interior, including all permanent employees 
of rank below the Director and also all temporary assistants except 
such as properly fall in class 6, and (6) such field assistants and 
camp laborers as may be required in the work of a field party during 
a single field season. 

Appointments and changes of every kind in group a, the major 
group — ^in other words, all changes other than those among tem- 
porary field assistants and camp laborers — ^require to render them 
effective an official letter making appointment, change of status, or 
separation, which must bear the signature of the Secretary or Assist- 
ant Secretary of the Interior, and all such changes must be recorded 
on the official personnel records. No appointment, promotion, reduc- 
tion, change of designation, or transfer between the annual and the 
per diem rolls is effective until an oath of office is taken. 

All appointment business must be conducted in accordance with 
the regulations of the Department of the Interior and with the 
civil-service rules and regulations; consequently chiefs of branches 
and divisions should see that all business relating to appointments 
that fall in group a is conducted, at all stages, through the appoint- 
ment derk and that he is furnished with all information needed as a 
basis for action and for official record. 

Temporary appointments outside of the register are not favored 
either by the Civil Service Commission or by the Director. Their 
number should be reduced, to use the commission's words, " to the 
minimum of absolute necessity." When an appointment oiitside 
of the register is desired, strong reasons will be required of the divi- 



Digitized by VjOOQIC 



20 UNITED STATES GEOI.OGICAI, SURVEY 

sion chief, for presentation to the commission, including an expla- 
nation as to whether the appointment is for a position that is per- 
manent in nature and that is to be regularly filled at the first oppor- 
tunity, or is for extra or job work purely and will terminate as soon 
as the work is completed. The reasons must also be given if an 
extension of the time of employment is desired. 

TRAKSFEBS 7R0M OTHSB DBPABTMEITTS. 

The filling of a position by transfer from another Department is 
not encouraged, and it is usually difl&cult of accomplishment. The 
transfer rules are very restrictive, and before the Siu^ey will con- 
sider a transfer of this kind the chief of branch or division interested 
must supply the facts to appear in the application. 

TBAVSFZBS WITHOT THE STTEVEY. 

If a member of the Geological Survey desires to be transferred 
from one division or section to another, he should apply for transfer 
in writing, through his chief, to the Director, who, after learning the 
wishes of the chief of the division which the employee desires to enter, 
will approve or disapprove the transfer. If approved, the transfer 
will be noted in the executive division and the chiefs of division 
interested will be notified. 

The chief of one division or section must not approach a person 
employed in another division or section in regard to a transfer 
without first consulting the chief of the division or section in which 
the employee is then serving. 

PROMOTIONS. 

Promotions of employees below a certain grade are considered by 
a committee on personnel composed of higher officers from each 
branch. The findings of this committee are transmitted to the Di- 
rector for his guidance in making recommendations to the Secretary 
of the Interior. These findings are invariably based on the records 
made by the employees concerned. The comparatively few pr<»no- 
tions that are not considered by the committee on personnel originate 
with the Director. 
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No person serving as a probationer shall be promoted before the 
expiration of the six months' trial period, nor shall a vacancy be 
created by promotion on transfer from any staHUory position until 
suitable provision has been made by the proper authorities for the 
immediate refilling of such statutory place. 

The following amendment to civil-service Rule XI was made by 
the President on July 3, 1902: 

No recommendation for the promotion of any employee in the classified serv- 
ice shall be considered by any officer in making promotions except it be made 
by the officer or officers under whose supervision or control such employee is 
serving: and such recommendation by any other person, with the knowledge 
and consent of the ^ployee, shall be sufficient cause for debarring him from 
the promotion proposed, and a repetition of the offense shall be sufficient cause 
for removing him ^om the service. 

Importunities for promotion are strictly prohibited. Chiefs of 
divisions and sections are directed to note all violations of the above 
order coming to their attention. 

It is not to be understood that employees are forbidden to appeal 
to the Secretary on the ground of unjust discrimination against 
them, or to report unfair or improper treatment. Such appeal, how- 
ever, must be made in writing, must state explicitly some substantial 
ground of complaint, and must be forwarded through the Director. 

TEMPORARY FIELD EMPLOYMENT. 

The method of appointment of temporary field employees and 
their classification within the Survey are controlled by the Civil 
Service Commission's circular No. 1729, from which the following 
paragraphs are quoted. 

Purpose. 

Temporary employments are authorized to meet the need of the service 
for additional assistance in the field during the field season and not for the 
purpose of trying out candidates for permanent appointment. When it is 
definitely known in advance that the duties of the positions to be filled will 
extend beyond the field season, the positions should be considered as permanent 
and filled as such from registers established by the Civil Service Commission 
in accordance with the law. The distinction between the temporary employment 
here considered and the prob€Uional appointment with a view to permanent 
appointment if the services are satisfactory shotdd be clearly drawn, and the 
fact that a different procedure is applicable in the two cases should be kept in 
mind. 
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Clasfiflcatlon. 

Temporary field positions shall be graded as follows: 

Grade i. — Geologic field assistant, hydrographic field assistant, topographic 
field assistant, triangulation field assistant, tranaitman, levelman. 

Grade 2. — Rodman, chainman, recorder, collector. 

Grade 3. — ^Teamster, packer, cook, camp laborer, etc. 

Grade 4. — ^Assistants doing occasional work. 

All reports of employments and all correspondence with the Civil Service 
Commission in regard to such employees will contain, in addition to the des- 
ignation "field assistant." the additional designation which shows the grade and 
the duties of the appointee. 

Method of Filling Poiitlonf . 

... Wiilii 



Grade I. — ^Temporary employees for positions in grade i shall be selected 
from the registers of the Civil Service Commission as far as practicable. Selec- 
tions shall be made for temporary appointment from the highest three eligibles 
in the subject or subjects of the examination desired by the Geological Survey. 
The commission, on the submission of reasons by the Geological Survey, will 
give careful consideration to the geographical location of the eligibles. and where 
in its judgment the needs of the service require that the position be filled by 
eligibles residing nearest the work in contemplation the commission will certify 
such eligibles. Each case, however, must be presented to the commission for 
decision. 

Deknl to Washington. — ^No person employed as a temporary field assistant 
shall be detailed to Washington at the dose of the field season without prior 
authorization having been obtained from the Civil Service Commission. Such 
authorization will be granted only upon satisfactory reasons for not having 
filled the position by probational appointment at the beginning oi the field 
season. 

Positions in grade i may be filled by selections outside the civil-service 
registers in the following cases: 

(a) When there are no eligibles 6n the appropriate register who will accept 
such employment. The willingness of the eligibles to accept employment as 
temporary field assistants must be ascertained by actual correspondence with 
them. If any eligibles on the list are considered unsuitable for such employ- 
ment, specific objections should be made by the Geological Survey, and these 
objections will be given full consideration by the Civil Service Commissicm. In 
each case of this kind the facts must be stated to the commission and its con- 
sent obtained before any appointment is made. 

(b) When the character of the field service is such that special qualifications 
are essential and these qualifications are not possessed by any eligibles. This 
condition applies especially to positions with parties in Alaska and the more 
remote parts of the West where experience as a boatman or horseman may be 
essential. In each case of this kind the facts must be stated to the commission 
and its consent obtained before such api>ointment is made. 
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(c) When an unforeseen emergency arises during the progress of the field 
work necessitating the immediate filling of the position. Cases of this kind may 
be due to the position of assistant becoming vacant through the incompetency 
or disablement of the incumbent or through necessary rearrangement of parties. 
These appointments should be immediately reported to the Civil Service Com- 
mission by letter. 

Grade 2. — ^Temporary employment for positions in grade a may be made for 
the field season without examination. The positions in this grade, by reason 
of their duties, are within the competitive service; but because of the brief 
period of employment appointments through examination at the present time 
are considered impracticable. In no case shall such temporary employees be 
detailed to Washington. D. C. 

Grade 3. — ^Temporary employment for positions in grade 3 naay also be made 
without examination for the field season, as the positions in this grade are 
mostly unclassified and remote from the cities where registers for unclassified 
laborers are maintained, and in such cases where the duties are partially those 
of classified positions the brief periods of employment make appointments 
through examinations impracticable. No persons employed under grade 3 shall 
be detailed to Washington, D. C. 

Grade 4. — ^As appointments to grade 4 are fcnr occasional services only and 
are given to residents in the i>articular place at which such services are desired, 
and as the compensation is merely nominal and not sufficient to provide for 
the support of any person, no examination will be required. Such positions 
are excepted from examination under the terms of paragraph 6, section x, of 
schedule A of the civil-service rules, and in no case of an appointment made 
under this section can the annual salary exceed $300. [Payment can not be 
made at a rate exceeding $300 a year, or $25 a month.] 

Promotloni. 

No promotion shall be made from grades a and 3 to grade i when there is an 
eligible list unless (a) the employee shall have passed the open competitive 
examination and become eligible for emplo3rment in that grade or (b) is selected 
to fill an emergency vacancy arising dtuing the progress of the field work as 
provided above; and no person employed in grades a and 3 shall receive com- 
I)ensation in excess of that usually paid to employees of those grades nor be 
assigned to the duties of positions in grade z except in emergency cases. Such 
promotion or assignment from grades a and 3 to grade z must be reported 
immediately to the commission and the circumstances of the exigency stated. 

Fnrlongh. 

Persons employed temporarily in grade i who were selected from the com- 
mission's eligible registers may be furloughed at the end of the field season for 
reemployment without further examination, but only for temporary field work. 
Such reemployment may be made at any time within three years from the date 
of discharge. Persons so fiu-loughed shall not be granted leave of absence with 
pay dtuing the period of furlough, nor shall leave accrue during the furlough 
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In order to secttre probational appointmeiits for such persons they must have 
been reached in the regular order for appointnient on the register upon which 
their names appeared. It is. therefore, essential that when such employees 
will be needed continuously if their work is satisfactory they be appointed in 
the regular order at the first opportunity. 

Heports. 

All employments for field positions in grade i shall be reported to the Civil 
Service Ccmunission in the reports of changes for the period during whidi the 
employments are made. These reports shall show the names of the employee, 
designation of the ix>sition, the place where employed, the date of cniginal 
appointment, and the date of separation, if the service has terminated. These 
reports shall be made on the forms prepared by the Geological Survey for this 
purpose. The reports will be made monthly for November, December. January, 
February, liarch, ^d April, on the last day of each month. The repcurts issued 
on October 31 shall cover the months of May. Jtme. July, August, September, 
and October. The October report will include a report of the ntunber of 
persons employed in grades 2,3, and 4 during the field season, with a statement 
of the date of employment, and the date of separation in each case, and the 
reports from November to April, inclusive, will also include a repc»:t of all perscms 
employed during the period covered by these reports in grades 3.3, and 4. Wh^i 
temporary appointees have been f urloughed instead of being dropped from the 
service, this shall be indicated in the monthly report. As the field service is very 
large during the summer season and the reporting of field emidoyments involves 
considerable labor, one report is sufficient during that season. Monthly reports 
are necessary during the winter season, as the commission desires to have 
prompt information in regard to the continuation of temporary employees 
beyond the close of the field season, and in regard to the details of such employees 
to Washington. D. C. 

Field Service of Clerks, Stenographers, etc. 

Educational positions, the duties of which are not of a natture to be necessarily 
performed with the field parties, such as clerk, stenographer and typewriter, 
statistician, etc, are not properly classed as field assistants. Appointments 
should not be made to such positions under the authority granted for the 
employment of field assistants, nor should such appointments be reported in 
the reports in regard to field assistants. 

In certifying stenographers to field service only eligibles who are in the imme- 
diate vicinity of the work to be done will be certified, and when there are no 
such eligibles the Geological Survey will be authorized to make temporary 
appointment for the field season. 

When those in charge of Survey offices outside of Washington find 
it necessary to fill clerical, minor clerical, subclerical, and messenger- 
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boy positions, they will request from the secretary of the civil- 
service district within whose territory they are located a certification 
of eligibles from which to make selection, and will submit recom- 
mendations for appointment to the district secretary. 

Should a temporary appointment be necessary pending the selec- 
tion and probational appointment of an eligible, such appointment 
may be made as soon as a request for certification is forwarded, but 
should be reported to the district secretary, who will then grant 
approval for such period as may be necessary to make a probational 
appointment, but not to extend beyond thirty days from the date 
of the receipt of the certificate by the officer requesting certification. 

This method applies only to the actual selection of an assistant 
and his assignment to duty. It does not delegate to those in charge 
of local offices the appointing power nor authorize them to make 
removals or request resignations, nor does it lessen the supervision 
of the Washington office over the field offices, nor relieve the field 
officials of the necessity of obtaining formal appointments, approvals, 
etc. 

All persons designated or selected for employment by heads of 
outside suboffices through direct communication with the district 
secretaries must be promptly reported, with fidl name, legal resi- 
dence, salary, length of service, etc., through the chief of branch, to 
the Director, the procedure to be the same as with persons selected 
from certificates obtained through the Director's office from the 
Civil Service Commission's headquarters in Washington. 

General authority is given for tke appointment of persons in the 
above-named classes for job employment outside of Washington, D. C, 
for periods not to exceed thirty days, but the appointments should 
be reported at once by letter both to the district secretary and to the 
Director of the Survey. The prior authority of the Commission for 
any such appointment for a period exceeding thirty days is necessary, 
and no extensions beyond the period authorized should be made 
without the Commission's prior consent. 

A list of civil-service districts, with their headquarters, is given 
on page 26. 
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CivU-Serrloe Diitrlotf . 

The United States is divided into twelve civil-service districts, and each district it 
in'charge of a secretary, as follows: 

First rffrfrici.— Headquarters, Boston, Mass.: Maine, New Hampshire, Vermont, 
Massachusetts, Rhode Island, and Connecticut. 

Second district.— He&dqasiTteTs, New York, N. Y.: New York, and the counties 
of Bergen, Essex, Hudson, Morris, Passaic, Sussex, and Union in the State of New 
Jersey. 

Third </M<fic<.— Headquarters, Philadelphia, Pa.: Pennsylvania, Delaware, and 
the coimties of Atlantic, Burlington, Camden, Cape May, Cumberland, Gloucester, 
Hunterdon, Mercer, Middlesex, Monmouth, Ocean, Salem, Somerset, and Warren 
in the State of New Jersey. 

Fourth rfi\rfr«d.— Headquarters, Washington, D. C: Maryland, West Virginia, 
Virginia, North Carolina, and the District of Columbia. 

Fifth district.— Headquarters, Atlanta, Ga.: South Carolina, Georgia, Alabama, 
Florida, Mississippi, and Tennessee. 

Sixth district.— He&dqasiTters, Cincinnati, Ohio: Ohio, Indiana, and Kentucky. 

Seventh distria,—Headqaaiten, Chicago, IlL: Wisconsin, Michigan, and the 
counties of Boone, Bureau, Carroll, Cook, Dekalb, Dupage, Ford, Grundy, Hender- 
son, Henry, Iroquois, Jo Daviess, Kane, Kankakee, Kendall, Knox, Lake, Lasalle, 
Lee, Livingston, McHenry, Marshall, Mercer, Ogle, Peoria, Putnam, Rock Island, 
Stark, Stephenson, Warren, Whiteside, Will, Winnebago, and Woodford in the 
State of Illinois. 

Eighth (ft^ric^.— Headquarters, St. Paul, Minn.: Minnesota, North Dakota, South 
Dakota, Nebraska, and Iowa. 

Ninth district.— Hetidciu&TteTS, St. Louis, Mo.: Kansas, Missotu^, Arkansas, Okla* 
homa, and the counties of Adams, Alexander, Bond, Brown, Calhoun, Cass, Chan»- 
paign. Christian, Clark, Clay, Clinton, Coles, Crawford, Cumberland, Dewitt» 
Douglas, Edgar, Edwards, Effingham, Fayette. Franklin, Fulton, Gallatin, Greene. 
Hamilton, Hancock, Hardin, Jackson, Jasper, Jefferson, Jersey, Johnson, Lawrence, 
Logan, McDonough, McLean, Macon, Macoupin, Madison, Marion, Mason, Massac, 
Menard, Monroe, Montgomery, Morgan, Moultrie. Perry, Piatt, Pike, Pope, Pulaski, 
Randolph, Richland, St. Clair, Saline, Sangamon, Schuyler, Scott. Shelby, Tazewell , 
Union, VermiUon, Wabash, Washington, Wayne, White, and Williamson in the 
State of Illinois. 

Tenth rftrfrirt.— Headquarters, New Orleans. La.: Louisiana and Texas. 

Eleventh rftrfrid.— Headquarters, Seattle, Wash.: Washington, Oregon, Idaho, 
Montana, and Wyoming. 

Twelfth district.— HeadciuATteTS, San Francisco, Cal.: California, Nevada, Arizona, 
New Mexico, Colorado, and Utah. 

General Rulef . 

The employment of field assistants of grade i must be arranged 
for through the chief of branch before parties leave for the field. 
The names on the eligible list will be available in the Washington 
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office for selection. In case of emergency employment in the field, 
notification of such employment, with explanation, must at once 
be sent to the chief of branch. If this is not done, the men respon- 
sible for unauthorized employment will be held liable for the salaries 
of field assistants so employed from the time of their entrance on 
duty until authority is obtained. 

Field assistants are employed on field agreements (Form 9-945) 
in lieu of regular appointments, no oath being required. 

Special attention is directed to the clause in the Civil Service Com- 
mission's circular concerning the detail of field assistants to Wash- 
ington. Where it is necessary to make such a detail, whether the 
assistant is on the eligible list or not, authority must be requested in 
ample time to permit the detail to be considered by the Civil Service 
Commission. 

Persons employed as rodmen, chainmen, and fiagmen, or in any 
other capacity as temporary field assistants, shall be not less than 
20 years of age and, if students at school or college, must agree to 
remain with the Survey until the close of the field season, provided 
their services are satisfactory. 

The persons grouped imder the general term laborers, including 
drivers, packers, and cooks, will be employed during the field season 
by the chiefs of parties as necessity may arise, by the day, week, or 
month. 

Employees in grades 2 and 3 (see pp. 22, 23) will, when practi- 
cable, be engaged in or near the areas imder survey, and they must 
present themselves at the field outfitting point of the party to which 
they are attached. Traveling expenses to and from the field will not 
be allowed except when, in the opinion of the administrative officer, 
the interest of the work will be clearly served thereby. 

The service of each temporary employee hired for a period 
exceeding one week must be engaged on a written letter of employ- 
ment, at least two copies of which are required, one for the appro- 
priate disbursing officer and one for the Auditor for the Interior 
Department. For the purpose of branch or division administration, 
as many additional copies as are desirable may be required. Such 
letters must state the rate of pay and the per diem rate if per diem 



Digitized by VjOOQIC 



28 UNITED STATES GEOLOGICAI, SURVEY 

is to be allowed in lieu of subsistence. Supplemental letters of 
employment shall be filed in case of promotion or reduction. 

In order that information concerning temporary employments 
for each month may be available for prompt transmittal by the 
Director through the appointment clerk to the Civil Service Com- 
mission, it is essential that a complete record of new employees be 
transmitted promptly to the chief of branch. 

It is unlawful to accept the services of field assistants without 
compensation. Section 3679 of the Revised Statutes, as amended 
(Stat. L., vol. 34, p. 49), reads: 

Nor shall any Department or any officer of the Government accept voluntary 
service for the Government, or employ personal service in excess of that author- 
ized by law, except in cases of sudden emn'gency involving the loss of human 
life or the destruction of property. 

ATTEHDANCE. 
Law. 

The regulations governing leaves of absence of Survey employees 
are based on the statutes quoted below. 

The act of March 15, 1898 (Stat. L., vol. 30, p. 316), authorizing 
thirty days* annual and thirty days* sick leave in lieu of the act of 
March 3, 1893 (Stat. L., vol. 27, p. 715), which authorized also thirty 
days* excess sick leave: 

* * * Hereafter it shall be the duty of the heads of the several executive 
departments, in the interest of the public service, to require of all clerks and 
other employees of whatever grade or class, in their respective departments, 
not less than seven hours of labor each day. except Sundays and days declared 
public holidays by law or executive order: Provided, That the heads of the de- 
partments may, by special order, stating the reason, fturther extend the hours 
of any clerk or employee in their departments, respectively: but in case of an 
extension it shall be without additional compensation: Provided further. That 
the head of any department may grant thirty days' annual leave with pay in 
any one year to each derk or employee: And provided further. That where 
some member of the immediate family of a clerk or employee is afflicted with a 
contagious disease and requires the care and attendance of such employee, or 
where his or her presence in the department would jeopardize the health of 
fellow-clerks, and in exceptional and meritorious cases, where a derk or em- 
ployee is personally ill, and where to limit the annual leave to thirty days in 
any one calendar year would work peculiar hardship, it may be extended, in 
the discretion of the head of the department, with i>ay, not exceeding thirty 
days in any one case or in any one calendar year. 
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Tills section shall not be construed to mean that so long as a dexlc or employee 
is borne upon the rolls of the department in excess of the time herein provided 
for or granted that he or she shall be entitled to pay during the period of such 
excessive absence, but that the pay shall be stopped upon the expiration of the 
granted leave. 

The act of July 7, 1898 (Stat. L., vol. 30, p. 853), authorizing 
thirty days' annual leave " notwithstanding such derk or employee 
may have had during such year not exceeding thirty days* leave 
with pay on account of sickness." 

* * * Nothing contained in section seven of the act making appropriations 
for the legislative, executive, and judicial expenses of the Government for the 
fiscal year eighteen htmdred and ninety-nine, approved March fifteenth, eighteen 
hundred and ninety-eight, shall be construed to prevent the head of any execu- 
tive department from granting thirty days' annual leave 'with pay ia any one 
year to a clerk or employee, notwithstanding such clerk or employee may have 
had during such year not exceeding thirty days' leave with pay on account of 
sickness as provided in said section seven. 

The act of February 24, 1899 (Stat. L., vol. 30, p. 890), providing 
that thirty days' annual leave "shall be exclusive of Sundays and 
legal holidays." 

* * * That the thirty days' annual leave of absence with i)ay in any one 
year to clerks and employees in the several executive departments authorized 
by existing law shall be exclusive of Stmdays and legal holidays. 

The act of March i, 1889 (Stat. L., vol. 25, p. 779), providing for 
the organization of the militia of the District of Columbia. 

Ssc. 49. That all officers and employees of the United States and of the 
District of Columbia who are members of the National Guard shall be entitled 
to leaVjC of absence from their respective duties, without loss of pay or time, 
on all days of any parade or encampment ordered or authorized tmder the 
provisions of this act. 

By the act of July i, 1902 (Stat. L., vol. 32, p. 615), the fore- 
going section is construed to cover all days of service which the 
National Guard, or any portion thereof, may be ordered to perform 
by the commanding general. 

Office Hours. 

•The following regulations governing attendance are based om a 
Department circular issued February i, 19 10. They apply to the 
clerical, technical, mechanical, and labor force of the Survey. 
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Oifice and lunch hours. — The hours of labor, unless otherwise 
especially ordered, begin at 9 o'clock a. m. and dose at 4.30 o'clock 
p. m., with one-half hour between 12 m. and i p. m. for luncheon, 
the particular half hour to be taken within that period to be desig- 
nated by the chief clerk of the Department; but, in the interest of 
the service, the chief derk of the Survey may vary the time for 
luncheon of certain employees. 

Tardiness. — ^Tardy arrival for duty and cessation of work before 
the close of office hours shall be charged as annual leave, at the rate 
of one-half hour for each absence of a half hour or fraction thereof; 
if this leave is exhausted such absence shall be charged as leave 
without pay. Reduction in grade and pay will follow habitual 
tardiness or absence from duty. Employees arriving late shall sign 
a slip (Fo^m i-o34a), which shall be handed to the chief of the divi- 
sion to which the employee belongs. 

Penalties. — Evasion of the laws or attempts to take undue advan- 
tage of the regulations covering leave of absence or to avoid being 
charged with absence during office hours will be severely dealt with 
and may result in reduction of salary or dismissal. 

Time Beports. 

Weekly time reports (Form 1-047) shall be kept in all divisions 
and sections, showing the time of arrival and departure of all deri- 
cal, technical, and mechanical employees and laborers, and all 
periods of absence. Accuracy should be observed in noting the time 
of arrival and departure. A perfunctory record of the hours 9 to 
4.30 is not acceptable. At the beginning of the week the reports for 
the preceding week shall be sent to the executive division for 
verification by reference to grants of leave and for posting the 
absences on consolidated records. 

General Bnlei ooncemlng Leave of Absence. 

Authority. — ^The Director is authorized to grant, through the chief 
derk, to the derks and other employees of the Survey the annual, 
rick, and military leave with pay permitted by law. It is to be 
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dearly understood, however, that leave is a privilege, not a right, and 
will be granted only when the public interests do not suffer thereby. 

Revocation. — Leave of absence may be revoked at any time and 
the employee ordered to return to duty before its expiration should 
the exigencies of the service require it. 

Applicaiion. — Applications for leave of absence shall be made on 
the printed form (1-034) provided for the purpose and shall have 
the written approval of the approving Survey officer. 

Extension. — Applications for extension of leave should be marked 
"Extension." 

Accrued leave. — On separation from the Stuirey by resignation, 
dismissal, or transfer, employees will be allowed accrued leave at 
the rate of two and one-half days for each month of service since the 
first of the calendar year; but the Director may grant more than 
this (within the legal limit) when separation occurs after the middle 
of the year if the employee has served five years or more and there 
are other meritorious reasons for exception to the rule, these reasons 
to be expressed in writing. 

Lapse of leave. — Leave is not cumulative from year to year. Leave 
that is not granted in the calendar year to which it pertains lapses 
at the end of the year and will not be allowed in a subsequent year, 
and leave used in one year can not be charged to a subsequent year. 

Sundays, holidays, and half holidays.Svuidays, holidays, half 
holidays, or holidays for part of a day at the beginning or end of 
any kind of leave, or within a period of annual leave, will not be 
counted in the leave; but those which occur within a period of sick 
leave or leave without pay will be counted. 

An executive order of May 22, 1909, provides that when the ist 
day of January, the 2 2d day of February, the 30th day of May, the 
4th day of July, or the 25th day of December falls on Sunday, gov- 
ernment offices shall be closed to public business on the following 
Monday, except those in a State which by law fixes for a holiday 
another day than the Monday following such legal holiday. In sudi 
a State the Government offices shall close and the employees in the 
public service shall be excused on the day designated as a holiday 
by the State law. 
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An executive order of June 8, 1909, provides that <wi Saturdays 
during July, August, and September four hours, exclusive of time 
for luncheon, shall constitute a day's work for all employees in the 
federal public service wherever employed. These Saturdays will 
be charged as four hours in annual leave and as a whole day in sick 
leave and leave without pay. 

Promotion examinations, — Absence of employees while actually 
engaged in taking promotion examinations, held by the Civil 
Service Commission, will not be charged to leave. 

New employees. — Regular employees who have been in the Survey 
less than a year, including those reinstated but excepting those 
appointed by transfer from other Departments, may be granted 
annual and sick leave at the rate of two and one-half days for each 
month of service. 

Transferred employees. — Persons transferred from another Depart- 
ment, or from another bureau or office within this Department, will 
be charged with the leave taken in the current year prior to such 
transfer. Certificates from the Department or bureau in which 
they served before transfer will be required. 

Per diem employees. — Per diem employees shall not be granted 
leave with pay if their appointments state that salary will be paid 
"when actually employed." If their per diem rate is simply a 
measure of salary and they are regularly and conrinuously employed 
without limitation, they may be granted the same leave as those 
with annual or monthly rates of salary. 

Temporary employees. — Temporary employees will not be allowed 
leave with pay for the first two months of service. 

▲nnaal Leave. 

Application. — Application for annual leave must be made in 
advance of the date of the beginning of leave and should be made 
only for the number of consecutive days desired. 

Deductions. — ^The limcheon half hour is deducted from annual 
leave for part of a day when it occurs during the absence, as from 
1 1 a. m. to 3 p. m., which should be charged as three and a half 
hours (seven-fourteenths of a day) and not as four hours. 
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Proportionate deduction from annual leave dudi be made at tbe 
rate of one day for each twelve days (two and ose-hedf days ptc 
month) oi furlough or leave without pay. 

Uncnakorieed leave. — Employees absent without first obtaining 
leave, and not sick or quarantined, may be subject to the enforce- 
ment of leave without pay, and repetitions of the offense may be 
deemed good ground for dismissal. 

Sick Leave. 

Physician's ceHificale. — Sick leave will not be allowed without iXm 
certificate of a regularly licensed physician unless the application 
is accompanied by a sworn statement that the absence was due 
entirely to personal illness that no physician was employed, that 
the employee was wholly unable to perform official work or to be 
present at his post of duty, and that he was confined to his residenee 
(which should be deagnated) during the period c^ absence. Sick 
leave for periods not exceeding three days may be panted on 
affidavit, but the aggregate of sick leave on affidavit shall not exceed 
twdve days in oaie year. 

A physiciaii's certificate will not be deemed satisfactory unless it 
shows the name of the employee, the date or dates of physician's 
attendance, the place of attendance (residence or office, with street 
and number), and the dtu-ation of the illness^ and states that the 
employee was phy^caUy uaable to perform official duties. 

Slight ailments or indisposition wiU not be regarded as sufficient 
cause for allowing ^ck leave; absence for such caMses siiDttki be 
charged to annual leave. 

Absence foi;^ the fmrpcae of being treated professioacdly by a 
dendst at his office ia not aJUewable as sick leave. This regulation 
is not intended to diss^ow sick leave lor detottion at home by 
ilkess or disability due to causes as to which a denlisit i» qualified 
to certify. 

QtukrawlinB, — Whai an em^oyee has been e^cpostd ti^a centagiiMis 
disease for which the medical authecities quarantine the patient, 
he should immediately file with the dsief d«i!k a ccclifiesbte from 
the attending physician, statii^ that i« his judgmeiit the presesce 
of the employee in the office would jeopardize the heakb of his 
56720—11 ^3 
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fellow-clerks. Application for leave with pay for the time so lost 
must be accompanied by a certificate from the health office showing 
that a contagious disease existed at the employee's residence during 
the time covered by the application, and the attending physician 
must certify that all danger from contagion has passed. 

Applications and reports, — Application for sick leave must be 
made within three days after the employee has returned to duty. 

An employee absent on account of personal illness must report 
the fact to the chief clerk within twenty-four hours; otherwise the 
time lost may be charged to annual leave or leave without pay. 

When absence by illness is protracted, report as to the em- 
ployee's condition and the probable date of his return to duty should 
be sent to the chief clerk at intervals of ten days, if possible. 

Sick leave will not be granted or charged on time reports for less 
than half a day for each absence of a half day or fraction thereof; 
but absence in excess of half a day will be charged for the actual 
time covered. 

Sundays and holidays. — Sundays, holidays, and half holidays oc- 
curring within a period of absence on account of sickness or quar- 
antine will be charged as a part of the leave, but those occurring at 
the beginning or end of sick leave will not be so charged. 

When an employee who is on sick leave that expires on (indud* 
ing) Saturday continues absent on annual leave beginning on the 
following Monday, the intervening Sunday will not be charged- 

Change of annual to sick leave, — No change of annual to sick leave 
will be made unless sickness begins on or before the first day of the 
period granted as annual leave, when the latter may be surrendered 
and side leave granted instead, under the usual limitations. Sick 
leave will not be granted during a period of annual leave. 

Deductions, — Proportionate deductions from the amount of sick 
leave allowable shaU be made at the rate of one day for each twdve 
days (two and one-half days per month) of furlough or leave without 
pay. This regulation applies also to reinstated employees in regard 
to the period of their separation from the Survey in the current year. 

Investigation, — When deemed advisable, an officer of the depart- 
ment will be directed to investigate and report the facts in any case 
of sickness or absence. 
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Leave without Pay. 

Application, — ^Leave without pay may be granted when, in the 
opinion of the Director, the public business will not suffer by the 
absence, and when reasonable cause is shown. Applications for 
leave without pay shall be forwarded to the Secretary, with the 
recommendation of the Director. 

Sundays, holidays, etc, — Sundays, holidays, half holidays, and (in 
July, August, and September) Saturdays occurring within a period 
of leave without pay will be charged as whole days. 

When the last day of a period of leave without pay is a Saturday 
(or other day) of which the afternoon is a holiday, and the employee 
returns to duty the following workday morning, the whole day will 
be charged to the leave. 

When sick leave expires on (including) Saturday and the em- 
ployee continues absent on leave without pay b^inning on the 
following Monday, the intervening Sunday will be charged as leave 
without pay. 

An employee who is absent at the end of the year without pay 
will not be granted annual or sick leave on the new year's allowance 
until he has been on duty for an aggregate of thirty days; thereafter 
leave of absence with pay may be computed from January i. 

Deductions, — A proportionate deduction from the allowance of 
both annual and sick leave shall be made at the rate of one day for 
each twelve days (two and one-half days per month) of furlough or 
leave without pay in the current year. 

If absence without pay for twelve or more days should occur 
in any year after the annual leave is exhausted, application for 
leave without pay to cover the excess of annual leave already taken 
will be required. Absence of employees in excess of the legal 
allowance for leave with pay must be covered by an application for 
leave of absence without pay for the excess. This application 
should cover not less than one day, but if deduction of a day's pay 
is made when the employee has not been absent an entire day he 
may take the remainder of the day's time without further deduction, 
subject to approval by the chief clerk, provided the time is taken in 
the same year. 
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Furloughs. — When a reductkm in the number of scientific or 
technical employees is required and it is believed that it may be 
advantageous to the service to recall such employees to duty at 
some future time, they may be furloughed without pay and will be 
eligible for reemployment during a period of three years without 
further examination or appointment. 

Court and Mftttary Leave. 

Employees who have been subpoenaed to attend coturt will be 
allowed special leave of absence with pay when serving as witnesses 
for the Government; otherwise such absence will be charged to 
annual leave or leave without pay. (See Rev. Stat., sec 850.) 

Application for military leave must be accompanied by the cer- 
tificate of a competent officer of the District National Guard. 

FUBLOnOHS FOB STATE COOPERATIVE WOBK. 

The following form, obtainable on requisition, is to be used for 
cooperative transfers, but not for ordinary furloughst. It is also to 
be used as a monthly report of such transfers as may have been in 
force for the whole or a part of the preceding month or arc pro- 
posed for the current month. Such transfers to State pay rolla do 
not require the authority erf the Secretary, nor do they affect the 
appointment records. 

Departmbnt op thb Interior, 
Unttbd States Gbow)gicai, Survey, 

Wcuhinfftmii 

The Director, 

U, S. Geological Survey. 
Sir: 

Purstumt to the instruetions approved by the Scczetary of the Interior o« 
January 13. 1908, I respectfully report temporary transfers of employiees fiFom 
the pay rolls of the Survey to the pay rolls of States with which coopera- 
tive work is being carried on, the same to be recorded in the section of corre- 
H>ondence and records and the accounts division and afterwards reported to 
the Stcretary of the iaterior. 

AM sidK «r amtnal le«v« taken while the men are off the Survey rolls is to be 
reported to the Director and charged as usuaL 
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Name. 


Designation. 


Salary. 


Date in 
effect. 


Date of 
termi- 
nation. 


Cooper- 
atine 
State. 


• 


















































Very respectfully, 



r^snatnre] 
[Title] 



TECHNICAI^ INSTRUCTIONS. 

Information concerning technical procedure has been pobiished 
in handbooks for the geologic and topographic branches, and a 
pamphlet containing suggestions to authors of papers prepared for 
publication can be obtained from the editor. Each of the other 
branches issues from time to time such instructions as are deemed 
necessary for the execution of the work. 

PUBUCATIONS. 

CLASSES. 

The publications of the Geological Survey consist, besides topo- 
grai^iic maps and miscdlaneous circulars and pamphlets, of (a) 
annual reports, relating chiefly to administrative affairs; (6) mono- 
graphs, exhaustive treatises on restricted or special subjects; (c) pro- 
fessional papers, mainly of a technical character, adapted to larger 
illustrations than can be conveniently put into bulletins; (d) bulle- 
tins, the most numerous class, comprising all papers not assigned to 
one oi the other classes; (e) water-supply papers; (/) annual statis- 
tical volumes on mineral resources; and (g) geologic f<^os. If it 
seems doubtful whether a particular paper should be published in 
one or another of these classes, the author may make a recommeoda- 
tion, and the diief of braach, when he transmits a paper, will state 
tlffi elaas in which it should be published. 
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REPOBTS. 
Preparation of Xannierlpts. 

Printer's "copy" — ^The best "copy" for the printer is typewritten 
matter on letter paper (sheets about 8 by lo^ inches) of ordinary 
thickness. Thin "manifold" paper should not be used. If two 
copies of the manuscript are made, the original (not the carbon) 
should be transmitted. All the sheets should be of uniform size and 
the typewriting should be on only one side of the paper, in lines 
either double or triple spaced. The practice of pasting sheets 
together to form a sheet or strip that is longer than letter paper and 
then folding it to letter size is objectionable. It is not important 
that every sheet should be completely filled with writing. Room 
for wide tables can be obtained by pasting additional sheets at the 
side only, but this plan should not be employed for additions to the 
text. Copy for tables should not be crowded, and it is not necessary 
that the whole of a table should appear on one sheet. Matter for 
bibliographies or other similar works may be written on cards, and 
in some papers large sheets bearing tables or geologic columns will 
be accepted as copy. 

Just before the manuscript is transmitted, after cdl inserts and 
additions have been made, the pages should be numbered consecu- 
tively from beginning to end. Manuscript should not be folded 
or rolled, but should be kept "flat" and transmitted in a secure 
envelope or cover. Drawings or photographs that are intended for 
use as illustrations should be kept distinct from the manuscript, 
not inserted in it. 

General treatment, — Before preparing a paper for publication an 
author should, by examination of the Survey's printed reports, 
familiarize himself with the details of their form, many of which are 
set forth herein. He should at the outset carefully consider the 
arrangement or order of presentation of the matter of his paper. 
Each paper should include a short bibliography of the subject dis- 
cussed. 

Conciseness of statement, — ^The author should express his meaning 
concisely and avoid uimecessary repetition. Direct, simple state* 
ment of facts is more to be desired than rounded periods, rhetori- 
cal flourishes, or studied originality of expression. An author can 
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avoid unnecessary repetition only by logically subdividing his 
material under proper heads before commencing the final writing. 

On the other hand, a certain kind of repetition is permissible and 
even desirable. Thus each chapter or major subdivision of a report 
should be fairly complete within itself; that is, if necessary, it 
should contain very brief statements of the main conclusions 
reached in other chapters, so that the reader may, if he desires, 
be able to read that chapter understandingly without reference to 
other chapters. Therefore, instead of saying that "this point is 
explained in another part of the report," it is better to state briefly 
the explanation, which can generally be presented in but few more 
words than are required for the reference, thus saving the reader 
much time and annoyance. 

Method of wriiing. — It is bad practice, especially for young 
writers, to dictate offhand from field, notes, with the intention of 
rearranging and polishing the tj^ewritten material thus obtained 
to form a final report. Reports prepared in this way almost invari- 
ably bear indications of slovenly work. As far as possible, the final 
writing should be preceded by a complete study of material. This 
study should include examinations of specimens or samples collected 
and the preparation of maps, photographs, and sketches for illustra- 
tions. During this preparation notes and memoranda should be 
•made in such form that they can be sorted and classified under the 
different subject heads adopted. 

Table of corUents and list of illustrations. — ^The manuscript should 
include a table of contents and a list of illustrations. The table of 
contents should be a transcript of the headings appearing in the 
manuscript, so arranged as to show their relations — their coordina- 
tion and subordination. The table of contents given below shows 
the method of indicating by indention the rank and relations of the 

headings that appear in the text: ' 

Page of 
manuscript. 

Introduction t 

Location and area of the region i 

Outline of the geography and the geology a 

Topography S 

ReHef 5 

Drainage 8 



Digitized by VjOOQIC 



40 UNITED STATES GBOI.OGICAL SURVEY 

Page of 
manuscript. 

Descriptive geology tt 

Stratigraphy n 

Sedimentary rocks 1 1 

Igneous rocks ao 

Metamorphic rocks 24 

Structure 1*6 

Historical geology 3a 

Sedkneatary record ^3 

Igneous record 34 

Physiographic record 35 

Economic geology ' 36 

Mineral resources 36 

Water resoiurces ^40 

Soils and forests > 43 

Index 43 

The page numbers given as shown above should be those that have 
been finally assigned, after the manuscript is complete. 

Suggestions in regard to the list of illustrations are given on page 
56. This list, which should be prepared in duplicate, should also 
be filled out with manuscript page niunbers. 

Headings. — It is undesirable and generally unnecessary to provide 
headings of more than four or five grades. Excessive refinement 
in subdividing the text of a paper is confusing rather than enlight- 
ening to the reader. The lieadings of the lowest grade are, as a 
rule, italic side headings; the others are center headings. Only a 
small amount of text — not more than a page, or at the most two 
pages — should be covered by a side heading. In the text or body 
of the paper the rank of the center headings will be shown by 
printing them in distinctive faces of type, properly graded as to 
size. It is not necessary to prefix numbers or letters to headings, 
either in the table of contents or in the text. All coordinate or 
similar groups of matter should be provided with headings of 
similar rank, and no group or part should be left without a suitable 
heading. A proper scheme of headings is essentially a rational 
classification of the material embodied in the paper, as may be 
seen by reference to the specimen table of contents given -above. 
It is preferable that the text be complete in itself, indepeiide»t ol 
the headings, so that it will be perfectly intelligible even if read 
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witiiout them. Bach heading should coatain a substantive. The 
use of adjectives alose lor headings (as " To|>ographic," ** Gec^ogic," 
"Historical") is undesiraUe. 

Pemifraphmg. — An author should carefully consider the para- 
graphing of a paper before submitting it for publication and should 
clearly indicate all paragraphs. Faulty paragraphing is expensive 
to correct in proof and its correction may introduce new errors. 

First or third person. — A paper may be prepared in either the first 
or the third person, but both "I" (or "we") and "the writer" 
should not be used indiscriminately. Many reports may advanta- 
geously be written in impersonal form. 

Cross references. — ^The use of numerous cross references throughout 
a paper is not desirable. References to " another part of this paper," 
**a subsequent connection," etc., are especially unsatisfactory and 
undesn:ab!e. It is better to cite, by title or number, the heading or 
dliapter covering the matter to be indicated, or to restate briefly 
tlie facts to Which reference is made. References to pages by num- 
ber nmy m some places be necessary, but page numbers can be sup- 
^ted oaily when the paper has reached liie stage of page proof. The 
atmiber of sudi references should be reduced to a minimum. 

Tabks. — Every table, geologic section or column, and diemical 
analysis should be provided with a concise heading. The name of 
the ancdyst (with initials) should be given in connection with an 
analysis. If tables must be numbered, arable numerals should be 
used, as Table 6 (not Table VI, nor Table No. 6). 

The proper arra ngemen t of tables is dependent on many factors 
and may be difficult. Few general rules can be given, and if a table 
i8<K>ffi^licated or the author is in doubt as to its form he should 
consult the editor before preparing it. 

Well or drill-hole records ^ould appear in the following form: 

Record of Winters well, Southwest diy, Mo. 



Surface and coarse rock 

Blue flint 

Light-gray rock 

Dark-brown flint 
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In tables of analyses use i, 2, 3, etc., over the columns (not I, 
II, III). The term "per cent" is not necessary above the figure 
column. If chemical constituents are denoted by both words and 
symbols, as "Silica (SiOa)," "Alumina (AlaOg)," the symbols should 
be written between parentheses, as here. 

The word "Total" should be omitted before the footing in any 
table where the numbers are obviously totals. 

In sections use "Feet" or "Ft. in." over the figures. 

Geologic names. — All geologic names must be approved by the 
Survey's committee on geologic names before they can be printed 
in a publication of the Survey. As it is also necessary to obtain 
that committee's approval of the particular use in any paper of 
names of members, formations, groups, series, systems, and periods^ 
even if only a casual reference is made, the manuscript and also such 
illustrations as bear geologic names should be submitted to the com- 
mittee for examination. This examination must be made before the 
paper is transmitted for publication, and the author must procure 
from the committee a letter containing a list of the names used 
and indicating the action taken on them, to be transmitted with 
the manuscript. A few of the general decisions of the committee 
are given below. 

The following is a table of accepted names for eras, systems, and 
series: 

Geologic eras, systems, and series. 



Era. 


System. 


Series. 




Quaternary 


/Recent. 


Cenozoic 


Tertiary 


Pleistocene (replaces "Glacial*'). 

Neocene may be used 

Pliocene when it is impossible 

Miocene to differentiate the 




Cretaceous 


(. PHocene and Miocene. 
Oliffocene. 
Eocene. 
Upper (Gulf may be used pro- 


Mesozoic 


Jiirasiric 


Lower (Comanche and Shasta 




Triassic 


Lower. 
Mid^'. 






Lower. 
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Bra. 


System. 


Series. 




Carboniferous 


Permian. 

Pennsylvanian (replaces "Upper 
Carboniferous**)' 






Missisdppian (replaces "Lower 

Upper. 
Middle. 


Paleozoic 


Silurian. 

Ordovician r , . 


Lower. 

Upper (Cindnnatian may be used 

provindally). 
Middle (Mohawldan may be used 




Cambrian 


provindally). 
Lower. 

Saratogan (or Upper Cambrian). 
Acadian (or Middle Cambrian). 


Froterozoic 


Algonkian \pre-Cam- 

.Archean / brian. 


Georgian' (or Lower Cambrian). 



The following names, if used in a titular sense, are permissible 
only when put in quotation marks: 

"Coal Measures" (subdivision of the Carboniferous). 

"Caldferous" (subdivision of the Ordovician). 

•'CcM-niferous.*' 

"Juratrias." 

"Lignitic." 

"Magnesian" (subdivision of the Ordovician). 

*' Permo-Carboniferous." 

"Red Beds" (Permo-Triassic rocks of the West). 

The foregoing decisions are not intended to preclude the use in a 
common-noun sense of coal meastues, calciferous, lignitic, magne- 
sian, and red beds. Note the forms glacial, preglacial, postglacial. 

The adjectives upper, middle, and lower, when used with Car- 
boniferous, Tertifiuy, or Quaternary, are not to be capitalized unless 
the term is quoted. With the names of the other systems they 
may be capitalized if the term is used in a definite sense. When 
applied to subdivisions of series or to indefinite or local subdivisions 
of stratigraphic units they should not be capitalized. Examples: 
-Upper Cambrian; Upper Cretaceous; Lower Devonian; Mississippian 
("Lower Carboniferous"); middle Miocene; lower Cplorado. 
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Geographic ncunes. — ^In the spelling of geographfc names prefer- 
ence will be given to (i) decisions of the United States Geographic 
Board; (2) atlas sheets of the United States Geological Survey 
(latest editions); (3) Century Atlas of the World and Century 
Dictionary of Names; (4) Rand, McNally & Co/s Atlas. 

Hyphens in petrographic terms. — ^The Survey has adopted a 
uniform scheme for the use of hyphens in petrographic terms, 
based on the single principle that like names are connected by a 
hyphen and unlike names are not. The names used in such terms 
are of four classes — (a) rock names, (b) mineral names, (c) textural 
names, and (d) names expressing the kind of clastic aggregation. 
Any two or more names of either class are connected by a hyphen; 
others are not. The principal names of classes c and d are as 
follows: (c) Felsophjrre, gneiss, porphyry, schist, vitrophyre; (d) 
agglomerate, breccia, conglomerate, sand, tuff. 

The subjoined examples will serve to illustrate the principle : 



Actinolite-magnetite schist. 
Biotite gneies. 
Diabase-gabbro. 
Granite-diorite. 
Granite gneiss. 
Hornblende-mica atndesite. 
Mica diorite porphyry. 



Olivine-augite andesite. 
Qrthoclase gabbro-diodte. 
Quartz-mica-homblende diorite. 
Quartz monzonite-pegmatite. 
Quartz monzonite porphyry. 
Quartz-^tmnaline porphyry. 
Rhyolite porphyry'. 



To avoid confusion, an unhyphenated term should not be hyphen- 
ated when it becomes a compound adjective; for example, bostonite 
porphyry, bostonite porphjrry dike. 

Qtu)tations and references. — Responsibility for the accuracy of 
referenees and quotations must rest with the author; they wiU not 
uimally be verified in the editorial revision. In reprinted matter 
tlie ^KBict words of the original should be jMreserved, but it is not 
necessary to reproduce typographical errors or details of printer's 
style, such as spelling, cajatalization, and punctuation, exoept in 
citations of a controversial nature and in extracts in whtdi, for 
obvious ceasoofi, qttatntness of iorm should be preserved. Omissioas 
in quoted matter should be indicated by stars. 

Personal tiUes.-^Tiiies of honor, office, distinction, or address 
(Dtt"., Prof., Mr., etc) should be used only where the mention is 
personal in chapcter, as in acknowledgment of courtesy or service. 
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Such titles shocihl be omitted from tbe names of authors eited. 
and, if first name or initials are given, from names of co-authors 
or scientific collaborators. 

Ifr. G. W. Jefferson kindly sruided the writer to the i)lace. 

Van Hise says ♦ ♦ ♦ 

Gcofge Otis Smith's work on * *- * 

The economic gcolagy is discussed by Mr. lUutsome ia part a. 

Analyst^ W. P. Hillebrand. 

This rock was analyzed by Dr. Hillebrand. 

Footnotes. — Before making a footnote an author should carefully 
consider whether the matter does not belong in the text. Proper 
footnotes consist chiefly of references to the literature of the subject 
discussed. For reference marks in text superior figures (^, ^, ') 
should be used, and each footnote should be written immediately 
below the line in which the reference mark appears and be sepa- 
rated from the text above and below by lines. For reference 
marks in tables superior underscored letters (p, ^, 5, to be printed 
as italic superiors) should be used, and the footnotes should be 
written at the bottom of the table. 

Names of persons cited should include initials, to make identifica- 
tion certain, especially for indexing, but if the persons are well known 
the initials need not be given in the text. Standard forms of foot- 
notes are given below. The details of capitalization, abbreviation, 
punctuation, etc., should be carefully noted and followed: 

Van Hise, C. R., The iros-ore deposits of the l4dce Saptfknr rtciwK Twenty- 
first Ann. Rept. U. S. Geol. Sttrvey, pt. 3, 1901, pp. 318-327. 

Dutton, C. E., Tertiary history of the Grand Canyon d teti ic ti Mon. XT, S. GeoL 
Survey^ toL », i88a, p. 63. 

Lindgren^ WaMemar, and Ransome* P. L., The geology aaid gold (leposits of 
the Cripple Cc««k district. Colorado: Prof. Paper U. S. Gcol. Survey No. 54, 
1906, p. 36. 

Clarke, P. W., The da«a of geochemistry: Bull. U. S. Ged. Sarrey Ife. 3r3o, 
1908, p. flO. 

Leighton, M. O., The Passaic flood of 1903: Water^npply Paper TT. S*. Geol. 
Survey Not 9a. i904» p. 25 • 

Paifker. B. W.. The nmawfacture of coke: Minend Resonroes IT. S. for 1906, 
U. S. Geol. Survey, 1907. p. 794. 

dress, Wl^tmaii, Rico folio (No. 130), Geol. Atlas U. S.. U. S. Geol. Snrvey 
1905, p. a. 

Whitney,;Milton, AUudiktnda: Psnacrs' Bull. No. 88, U. S» Dept.Asr., 7ft99. P. 7* 

Dorsey, C. W., Rechanation ol sdkaB soils: Bull Bur, Soil* N6. 34. IT. & Dcpt. 
Agr., 1906, p. xo. 
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Dana, J. D., Volcanic eruptions of Hawaii: Am. Jour. Sd., ad ser.. vol. zo 
1850, p. 335. 
Oeilde, Archibald, Text-book of geolosy, 4th ed., vol. x, 1903* p. 49* 

It will be noted that the order observed in the foregoing forms 
is: (i) Name of author, with initials after the surname; (2) title of 
paper, article, or book; (3) series or periodical title, with standard 
abbreviations (see list below); (4) serial or voltmie number; (5) 
date; (6) page number.. If the reference is to a book not published 
in any series, item 3 and usually item 4 of the above are not perti- 
nent, but the other items should always be given. The date should 
be the year of publication. 

The following brief list of standard abbreviations will indicate 
the style to be used in footnote citations. Forms for the Survey's 
own publications are given above. It should be noted that names 
of countries, States, cities, etc., and other proper nouns are spelled 
out; that "Geol." is used for geologic or geological, but not for 
geology or geologist; that "Am." is used for American, but not 
for America; and that the usage of foreign languages in regard to 
capitalization is followed, except that a capital is always used in the 
abbreviation of the first word of a society's name. 



Abhandl. K. Akad. Wiss. Berlin. 

Am. Geologist. 

Am. Jour. Sd., 4th ser. (Do not omit 

the series number.) 
Annals and Mag. Nat. Hist. 
Annales chim. phys. 
Ann. Rept. Geol. Survey Canada. 
Ann. Rept. Ohio Acad. Sd. 
Atti R. accad. Lincei. 
Bol. Sec. fomento. Mexico. 
Bull. Am. Mus. Nat. Hist. 
Bull. OeoU Soc America. 
BuU. Lab. Nat. Hist. Iowa Univ. 
Bull. Philos. Soc Washington. 
Canadian Rec. Sd. 
CentralbU Min., GeoL u. Pal. 
Contrib. OeoL Dept. Columbia Univ. 
Econ. Oeology. 

Jahrb. K.-k. geol. Rdchsanstalt. 
Jour. Auoc Eng. Soc 
Jour. Ca na dian Min. Inst. 



Jour. Geology. 

Jour, prakt. Chemie. 

Kansas Univ. Geol. Survey. 

Maryland Oeol. Survey. 

Min. and Sd. Press. 

Min. Mag. 

Nat. Geog. Mag. 

Proc Acad. Nat. Sd. Philadelphia. 

Proc Boston Soc Nat. Hist. 

Proc. Roy. Soc. Canada. 

School of Mines Quart. 

Trans. Am. Inst. Min. Eng. 

Trans. Wagner Free Inst. Sd. 

U. S. Dept. Agr. 

U. S. Geog. Surveys W. zooth Mer. 

U. S. Geog. and Geol. Survey Rocky 

Mtn. Region. 
U. S. OeoU and Geog. Survey Ten; 
U. S. Geol. ExpU 40th Par. 
U. S. Nat. Mus. 
Zeitschr. Deutsch. geol. GeseH 
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"Op. cit." or "loc. cit." may be used if the footnote giving the 
previous reference is not far away, provided there can be no doubt 
as to what work is cited. If two works by the same author have 
been cited previously, it is necessary to repeat the reference. " Loc. 
dt." should be used only where the page cited is the same as in the 
previous reference. "Idem" (not id., ibid., nor ibidem) may be 
used only for a second citation of the same work immediately follow- 
ing the first. 

Course of Manuaoripts. 

Every paper should be transmitted to the Director by the chief of 
the branch in which it originated, whose recommendation for publi- 
cation will be regarded as an approval of the paper from a scientific 
or technical point of view.. If a paper originating in one branch, say 
the water resources, contains matter pertaining to the work of 
another branch, say the geologic, the chief under whom the paper 
originated should, before transmitting it to the Director, refer it to 
the chief of the other branch for approval (after revision if necessary) 
of the portion germane to his work. 

When a manuscript is rece^red it will be referred to the editor, 
who, after giving it a preliminary examination and ascertaining that 
it is complete in form and ready for his action, will lay it before the 
Director for his personal consideration. The record should show 
that the paper has received scientific or technical review by at least 
one critic other than the chief of branch. When the Director ap- 
proves the paper for publication he will return it to the editor for 
critical examination and preparation for printing. 

After editorial revision the manuscript will be returned to the 
author whenever practicable, in order that he may examine the sug- 
gestions or corrections made. If any of the editorial changes seem 
to him to be inadvisable, he should confer or correspond with the 
editor and endeavor to reach an agreement without delay. If the 
edited manuscript is acceptable to the author, he need only write his 
initials and the date on the back of the title-page. 
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TyPNrraphU Myle. 

The Survey publications coniorm, in general, to tiie Government 
Printing Office Style Book. A few of tiie more important roles are 
given below. 

Capitalize the following terms, singular form, when used either 
before or after the name; also plural form when before name: 



Archipelago 


Draw (streamway) 


Isle 


Point 


Bay 


Falls 


Lake 


Pond 


Bayou 


Potest 


Mesa 


Port 


Borough 


Fork 


Mount 


Range 


BBanch (stream) 


Fort 


Mowttatn 


BM&exrmtiom 


BuUe 


Ga» 


Narrows 


Ridge 


Canyon 


Glacier 


Oasis 


River 


Cape 


Gulch 


Ocean 


Run 


Channel 


Harbsr 


Parisb (La.) 


Sea 


County 


Utwi 


Pmk 


Soimd 


Crater 


HiU 


Pass 


Sparing 


Creek 


Hollow 


Peak 


Strait 


Delta 


Inlet 


Peninsula 


Valley 


Desert 


Island 


Plateau 


Volcano 



Capitalize also the words "hills," "islands," "mountains," or 
" springs " where they immediately follow names denoting groins 
of natural features, as Black Hills, Aleutian Islands, Rocky Motm- 
tains, Tia Juana Springs. 

Capitalize State (noun or adjective) and Territory, singular or 
pltmd, and terms applied to groups of States, as North Atlantic, 
South Atlantic, Middle Atlantic, Gulf, Middle, Western, Northwest- 
em, and Southwestern; also terms denoting sections of the United 
States, as the We^, the South, but write eastern North Atlantic 
States, western Gulf States. 

Capitalize titles of organized siurveys (North Carolina Geological 
Survey, Maine State Survey Commission), also such designations 
as Fortieth Parallel Survey, Hayden Survey, the Survey. 

Cs^talize government in phrases like Government control, and 
capitalize national where it is followed by a word that is capitalized, 
as National Government. 

Capitalize the names of genera, families, orders, etc., but lower- 
case the name of the species, as Ostrea bryani. 
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Tltecapital letters in the words and phrases bdowdiouldtbe msCed. 



AXttitheay I^rontt. 

AtlaxEtic Goaittd Plain. 

BadlaudA (in South Dakota and Ne- 
braska) : but as a common noun, bad- 
lands. 

Coastal Plain region. 

Cootinuitdl Dhride, 

Driftless Area (upper Mississippi Val- 
ley). 

Bastem Shore (Chesapeake Bay). 

Falfei (Niagara). 



Onlf Coastd Plain. 

High Plains. 

Loweif Peninsula and Upper PeoiiiMslft 

(Michigan). 
Piedmont Plain (or Plateau). 
Staked Plain, 
the Gttir (of nfexico). 
the Isthmus (of Panama), 
the Lakes (the Great Lakes), 
the Plains (Great Plains), 
the Sound (Long lidand Sound)' 



Use the following contractions for names of States and Territories 
after names of post-offices, counties, forts, reservations, Indian 
agencies, or military or naval stations: 



Ala. 


Ind. 


Nebr. 


R. L 


Ariz. 


Kans. 


Nev. 


S. C. 


Ark. 


Ky, 


N. H. 


S. Dak 


Cal. 


La. 


N.J. 


TextA. 


Colo. 


Md. 


N. Mex. 


Tex, 


Conn. 


Mass. 


N. Y. 


Vt. 


Del. 


Mich. 


N. C. 


Va. 


D. C. 


Minn. 


N. Dak. 


Wash. 


Pla. 


Miss. 


Okla. 


W. Va. 


Ga. 


Mo. 


Oxcg. 


Wis. 


111. 


Mont. 


Pa. 


Wyo. 



Idaho, Iowa, Maine, Ohio, and Utah should be written in fulL 

St. should be used for Saint, but Fort and Mount should not be 
abbreviated. 

Given names' should not be contracted, as Jno., Wm., but should 
be written in full (John, Willison), and single initials should not be 
used; write John B«jwn, not J. Brown, but J. W. Brown. 

In references to public-land divisions use the following forms: lit 
theNE. KSW. }isec. 25, T. 5 N., R. 14 E.; in the N. >^sec. 25; in sec. 
25; sees. 2 and 3; Tps. 4 and 5; Rs. 14 and 15. Note use of "the.*" 

Names of railroads should not be abbreviated. Care should be 
taken to use the correct form — railroad or railway. If it is neces- 
sary to employ a name no longer in use, the present nanw should 
be given also. The railway guide will settle most doubtful points. 
56720—11 4 
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Decimals, degrees, dimensions, distances, enumerations, money, 
percentage, weights, and like matter should be expressed in figures, 
(lo®, 45 miles, 3 cubic feet, 24 pages, 100 bushels, 17 per cent, 41 
pounds, $1,000, etc.) But if the matter is not statistical spell out 
(that is, write in words) isolated numbers less than 10. (Nine stamp 
mills; six days; but the cement was tested at 4, 28, and 160 days.) 

Use " per cent" only with figures. (A small percentage or pro- 
portion; 20 per cent.) 'Do not use %. 

Write 8 by 10 inches, not 8x10 inches. 

Spell out common fractions that stand alone, as "one-half" 
(not y^); but write 5>^. 

Avoid a mixture of common and decimal fractions. 

Use " short and " (&) only in firm or corporation names, as Atchison, 
Topeka & Santa Fe Railway; Woodward & Lothrop; J. P. Morgan 
& Co. Names of persons who are associated in literary or other 
similar companionships should be connected by '' and," as Gilbert 
and Brigham, Meek and Hayden, Mactra formosa M. and H.; also 
Eng. and Min. Jour. 

Names in the singular (including proper names) ending in s take 
the apostrophe and s in the possessive case, as Jones's, Stokes's. 

In text use "feet" and "in,ches" not ' and ". Over a figure 
column use "Feet" or "Ft. in." 

Write "above sea level," not "above tide" nor "A. T." 

The degree mark should be used with figures in statements of tem- 
peratures and of dips and strikes, and terms of direction should be 
spelled out unless figures are given. These rocks dip 10® SB., or 
io*> S. 35° E.; the strike is N. 45** E.; but the dip is southeast. 

"The" should be omitted before full names of rivers, creeks, runs, 
etc. (as Green River, Missotui River, Pohatcong Creek, Founnile 
Run), but "the Mississippi," "the Potomac" are acceptable forms. 

Adjectives formed by suffixing "like" to a noun should be written 
as one word if the notm has only one syllable (unless it ends in f or 1) ; 
if it has more than one syllable the hyphen should be used: 

bu^ness-like eel-Uke leaf-fike 

childlike homelike warlike 
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Webster's New International Dictionary is the authority adopted 
by the Government Printing Office for spelling and compounding and 
will be generally followed; but the form of the words given below 
should be noted: 



addic 


canyon 


gage 


acre-foot 


cerusite 


gastropod 


afterward 


clue 


groundmass 


ahiminum 


downward 


laccolith 


arrastre 


draft 


perlite 


asbestos 


employee 


pneumatolytic 


backward 


eolian 


poikilitic 




esker 


reconnaissance 


base-level 


farther (distance) 


second-foot 


bowlder 


further (not distance) 


upward 


briquet 


fluorspar 


volcanism 


can not 


forward 


vug 



Ooireotloii of Proof Sheetg. 

Although it is not to be expected that an author will be familiar 
with the technicalities of proof reading, he should know the use and 
significance of the principal marks employed in correcting proof, 
in order that he may understand the meaning of the signs made on 
his proofs and that he may make his own corrections properly. 
A list of proof reader's marks and a sample of proof marked for cor- 
rection are given on pages 52 and 53. 

Every change or correction desired should be indicated by marks 
on the margin of the proof, not in the body of the printed matter, 
except as here noted. To indicate that something should be taken 
out, a line is drawn through it and the "dele mark" (Jf) placed in 
the margin of the proof. The dele mark should not be employed 
when something else is to be substituted for the matter expimged; 
in this case only the substituted matter should appear in the margin. 
To indicate that something should be inserted a caret (A) is placed 
at the point in the text where the insertion should be made and the 
matter to be inserted is written in the margin. It is not necessary 
or proper to put a caret in the margin also. Punctuation and other 
marks which might be obsciure if written alone are placed to the left 
of the "stop mark," thus: ,/(comma), ;/ (semicolon), -/ (hyphen). 
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The stop mark is used also to separate one correction from the next 
when they are crowded in the margin. A period to be insoted: 
should be placed in a circle Q. The space mark (#) indicates that 
a space, such as is used between two words, should be inserted Bt 
the place noted by a caret in the body of the proof. It is important 
that all marks of correction be made conspicuously and legibly, 
without possible ambiguity. When a considerable amount of matter 
is to be added it should be written on a sheet or slip, which ^ould 
be pinned (not pasted) to the galley proof, the place at which die 
added matter is to be inserted being clearly indicated. 
The following are the principal marks used in proof reading: 



O PwMKi- 


tf. TraoBpoee. 




.dtt^. or Letitatand. 


^ <y QuotatiMM. 


^ Dele— takeout 




X Broken letter. 


^ One-em diMh. 


^ Paragnph. 


H^ TwiHemdwh. 


uxl. Wrong font. 


4^ Pu«h down space. 


.<^. # or >, v/ Equalize apKing. 


O Cloteup. 


ca^ or -T- Capitak 


• LoiipwX; 


^. c. or SoMOltvpitdft 


A Gbwt— left out, iiiMrt. 


^. c. Lower caaau 




- Straigjiteo. 


z^hml^^m», 


>^ or 4> Superior or infcrioii 


or nD Move to left or to rij^t 


.JUjC. or Italia 


or 1 , \ Move np or down. 


•wrm. Bonuuk 



Only reasonable corrections can be made in the galleys, not 
radical alterations; and only slight changes in the pages. 

Galley proof wiU ordinarily be sent to the author; also page proof 
if desirable and practicable. These proofs will bear suggestions 
and "queries," which should be carefully noted. Special attention 
should be given to queries — question marks on the margin oppo- 
site points at which doubt is indicated, inconsistencies are noted, 
or information is wanted. Failure to note and answer such queries 
may necessitate the return of the proofs to the author. Proof should 
be promptly corrected and returned at once to the editor. A speci- 
men of corrected proof follows. 
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TTPOOBAPHICAL ERSOBS. 



^y-C-lot.tX^al.c^^ 



^. c. I fdogp not appetr that the etri^t printen had aoj method -^ 
•^ of'^correctiDg^im^>n''Wore'^he^fonn*^im^on^the''^r^ The O 

^ learned loaw e d ooireoton of the fint two centariee of priDting 
-^ were not proofreader! in our eena^ they w^ere rather what we ; / y/ . 

y should Term ^office editors.^ Thdr labor* were^chieflj to aee ^^/ \Xyn*^ 
that the proof oorteeponded to the copy/ but that the printed e^ 
oU' I » I P*8B ""^ correct in iti>liitanity- / ^ t lMi t '<he w e r da w ew Ih e w, and .4^^. 
^' ' that the stnaa was right They cared <bat- little about ^^9^ ln/..c.j a, 
J7 , f ir. /raphj, bad letter^or purely printeifi^erron, and when the text 

seemed to them wkm^ they oonsulte^fteah authoritiea or altered ^ 
it on their own Teapooaibility. Good proo%^in the modem 9/ 
T^^itJ X senae, were 4aipo8BiMe nntil ^^emontU reados were employed, A^>m. . 
' "Inr. men who (ha<|/ 5rat^a printer'a educatioiy and then spent many y 
4,1 O 7^1* iD the correcdpn of proofThe orthography of English, 

' which fbr the past century has undergone little change, was 

very fluctuating until after the publication of Johnson's ^c- curC. 
tionary, and capitals, whidi have been used with conside^ ^1 
j^j^^Ut, able tegularity for the past^years, were preTionsly used on 

"tr, the fenisi/ Sg^plan. The approach to regularity, to ^r u we 3 1 ^ 
jjt J have^ may be attributed to the growth of a class of professional 

proof readers, and it is to them that we owe the eerrectness of 
f/ modem fHrinting. . M<we en^ors have been found in the Bible ^ 
^ p than in any other one work. For many goMrations •iWwas> j^ ft.ft / 

v) OTfdyx^ fsequontly Ih s eas e thai Bibles were^bronght out stealthily, 

1/ from fear of governmental intj/rference. ^ They were frequently 9%a^; au. ^'^^^*^ 
^ / ^ [^printed from imperfect tezty and were often modified to ^ , 

meet die views of those who publi^ them.j^ story is related "^ / O 
that a cettun woman in Germany, who was die wife of a 
Jt.c.j -^ ffntMtf and had become disgusted with the continual asser- 
iy 4r tMoj 9^ the wptriorilM of anas over woman mbkAi she hsd A^i**" 
heard, hurried into the fomposing room while her huiribsnd was 
at suppw and sltered a sentence in the ^ibly which he was «wf/ <^ 
yyl^y printing, so that it read^Nar^inatead of^erry^thus making the ^y/C^ 
Veise read "And he shall be thy fool " instesd of "/nd he shall ^ 
Ju I Jy ^ ^1 /'owl." The word^ot was omitted by Barker, the 
4C /l^lfa printer in England m 1G32, in printing the seventh^^_ 

0/ mandmen^ He was fined £8,000 ^^"[jjJTaccounJ' 
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niuftratloiis. 

Publications of any class may be illustrated, but illustrations 
can not be used for mere embellishment; every one must serve a 
definite scientific or practical purpose and must be distinctly 
described or mentioned by number at the proper place in the text. 
The numbers should be assigned in the order in which such refer- 
ences appear. It should be noted, however, that an incidental 
mention of an illustration need not determine its place in the book, 
which should be on or near the page where it is most fully described 
or discussed. 

The paper used by authors for their original drawings should be 
of good quality and of a tint that will afford a good photograph. 
Some drawings prepared by authors, if made with care, can be 
utilized for direct reproduction by the engraver. Therefore brown 
or yellow paper should not be used; white paper or paper having a 
slight bluish tint is preferable. 

India ink or black, indelible ink of good quality should be used. 
All lines of the drawing should be firm and distinct; all lettering 
should be plainly written in pencil, without flourishes or effort at 
ornament. 

The original drawing for a text figure should not be smaller than 
the figure as it will be printed in the report, nor should it be so large 
that the sheet on which it is drawn will be inconvenient to handle. 
Most figures can be advantageously drawn for a linear reduction 
to one-half or one-fourth — that is, the distance between any two 
points in a drawing should be twice to four times the distance 
between the corresponding points in the printed figure. The size 
of the printed page in bulletins and water-supply papers is 4H by 
7K inches, in monographs and professional papers 6 by 9 inches. 
These dimensions include the space allowed for the page heading 
and the title of the figiu-e. Plates may exceed these limits, but 
text figiu-es should be no wider than the page and at least one-half 
inch shorter. 

Each drawing and photograph should be marked to show the 
number and title it will have in the printed report for which it is 
prepared, and should bear in addition, if necessary, a memorandum 
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indicating the special feature or features it is used to illustrate. 
Each photograph should also be so marked as to show clearly its 
soturce. 

The letter transmitting the manuscript of an illustrated report 
should mention the illustrations and give their aggregate number, 
by plates and figiu-es. 

Material for illustrations should be transmitted with the manu- 
script, but in a separate envelope or package. Before the material 
is forwarded, however, consultation concerning it, especially con- 
cerning maps, may be had with the chief of the section of illustra- 
tions. In addition to this consultation detailed written explana- 
tions of all illustrations are desirable. Probably 20 per cent of the 
time employed by draftsmen in making final drawings is consumed 
in interpreting the meaning of uncertain features shown in crude 
original drawings. Authors can prevent this loss of time by adding 
to the drawings full pencil memoranda or explanations of features 
that may be difficult or doubtful of interpretation. These memoranda 
will also be useful when the author can not conveniently be con- 
sulted and they may be the means of avoiding long delays inci- 
dent to correspondence. 

Certain material, such as illustrations of fossils, that may require 
expert or special preparation, may be submitted to the section of 
illustrations before the manuscript is transmitted, but authority 
for the preparation of the drawings in advance of the presentation 
of the manuscript must be obtained from the Director. If a second 
installment of such material is sent the letter transmitting it should 
refer to the material previously submitted and give the title or sub- 
ject of the report to be illustrated. 

Illustrations that bear geologic names should be submitted to the 
Survey's committee on geologic names with the manuscript. 

Before any work is done on illustrations in the division of book 
publication they must be approved by the Survey's committee on 
illustrations, to which they will be submitted when received by the 
division. The author should carefully verify all references to illus- 
trations after the numbers have been finally assigned, seeing that 
all references give the correct numbers and that no references to 
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iUtmtratiwns that iiave been cut out are le£t. Tlie ofamsificatioa of 
the iUuatrations into plates and figures will be made in the division 
of book publication, and the author should, if posdble, confer -vMi 
tke diief of the section of illu^ratioss on this point before finally 
nyaaabisrmg his plates and figures. Most Teproductions of pbcyto- 
graphs of landscapes and of drawings for colored maps will be 
plates, but diagrams, gr^^ic sections, and most other line drawings 
iwill appear as figures. Figures are printed with liie text; plates 
ace, as a ride, printed separately from the text, on one side of the 
paper only, and are bound into the book at the proper plaees -or 
{Wt in a pocket at the end of the book. 

IThe Ui^ ol Illustrations should consist of brief titles of the pontes 
asid text figttres, grouped separately and arranged in order. The 
{date numbers ^ould be roman, as PUjte IV; the figure numbers 
Mrabic, as figiure 4. Subdivisions of plates should be leititei)»l wttii 
italic capitals, as Plate VI, A; subdivisions or paits oi figures with 
italic loiFer-case letters, as figure 8, a. The number of the manuseiipit 
po^ cm which each plate or figure is described or prineipally men- 
tioned should be written opposite its title in the list. Detailed 
explanation of parts or features of illustrations should not be given 
in the list but should be incorporated in the text or in the legends 
or titles. The legends for the text figures should be written in the 
manuscript at the places where the figures are to appear. These 
legends should include not only the title, but all necessary details, 
such as explanations of symbols or letters that appear on the figure. 
Full descriptions of the plates, comprising the matter to be printed 
on or opposite them, should be written on separate ^eets if the fadef 
titles given in the list of illustrations are not sufficient. 

Tmo identical copies (one a carbon cotpy) of the list of illustrations 
and of the accompanying detailed descriptions should be made after 
the numbers have been finally assigned, and both should be trans- 
jmitted with the manuscript. 

The compkted illustrations for a report will be submitted to the 
•Mthor for ap|»txval or correction. The author should indicate lib 
approval by signature; or if corrections are necessary he should 
iadieate them clearly on the illustration or on a memoranchim to be 
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ajktftchecL After the author has thus approved or corrected the 
draivings no further alteiations in them can be made exicept by 
authority of the Director. 

Pro<^ of illustrations will be sent to authors when they can be 
ceadied without causing much delay in publication. Approval 
jlhould be indicated by signature and the proofs should be returned 
tnuoediately. Changes involving alterations from copy can not be 
aiaide at this time unless they are of great importance or are neces- 
sary to correct conspicuous errors, and such changes can not be 
permitted without the consent of the Director. Even slight altera- 
tions at this stage may make reengraving necessary. 

The original cuts of many illustrations used in Survey reports are 
lireeerved and can be reused. An author who may desire to reuse 
ftOiy iUuttration should give its number and the number of the 
cepc^ in which it appeared. If a cut is desired for use in an un- 
«ifficial -paper an electrotype can be furnished at cost. Requests 
lor filectrot3rpes for unofficial use should be addressed to the 
Director. 

DIreotloiis to Typewriter Oporatori. 

Typewriter operators who are engaged in preparing matter that 
is to be printed should read carefully the matter herein on pages 
38-56 and familiarize themselves with such parts as are pertinent 
to their work. Especial attention should be given to the sections 
headed "Printer's copy," "Table of contents and list of illustra- 
tions," "Tables," "Geographic names," "Hyphens in petrographic 
terms," "Quotations and references," "Footnotes," and "Typo- 
graphic style." They should also examine recent Survey publica- 
tions, noting the style of contents, footnotes, and other details, and 
conforming their writing to that style. A few additional hints and 
some repeated directions are given below. 

Use ordinary letter paper (about 8 by lo^ inches), not foolscap, 
and leave a margin of at least an inch at the top of the page, an 
inch at the left, and at least half an inch at the bottom. For the 
printer's purposes it is desirable that every page should begin with 
a paragraph; therefore do not begin a paragraph near the bottom of 
a page. Temporary page numbers should be at the bottom. 
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The title of the report should appear not only on the title-page, 
but at the top of the first page of text, with author's name below it. 
The title-page, of which two identical copies should be made (one to 
be used as printer's "copy" for the cover), should contain only the 
title of the report and the author's name, written within a vertical 
space of about 3 inches, at the center of the page. The author's 
name on the first page of the text should stand between dashes, 
one above and one below, as shown on the first page of the text of 
all recent Survey publications. 

In table of contents, which should be headed "Contents," write 
main heads "flush" — that is, start them at the left margin of the 
writing; indent the others 5, 10, 15, or 20 spaces, according to their 
relations. Capitalize in the table of contents only such words as 
should be capitalized in the text. Use leaders to page numbers (see 
pp. 39-40), which should be given, the pages being those on which 
the headings appear in the manuscript. If page numbers can not be 
suppUed when the table of contents is written they may be inserted 
later. 

In list of illustrations, which should be headed " Illustrations," use 
short titles only. Use capital and small letters, leaders, and page 
numbers as in contents. In this list write ** Plate" and "Figure " 
in full, but write these designations with the first plate and figure 
only. Observe and follow style of recent printed Survey reports. 
Make separate list for full titles, containing explanations of details. 

For all headings in text use capitals and lower-case (small) letters. 
The relative rank of the headings should be shown by indention in 
the table of contents (see pp. 39-40) ; it is not necessary in either 
contents or text to underscore or number the center headings to 
indicate their rank. Side headings should be underscored for italic, 
with period and dash after each heading. (See side headings, pp. 

38-41.) 

Write quoted matter or extracts of more than three lines single 
spaced — ^that is, with but half the usual space between the lines. 
Write all other matter double or triple spaced. 

For reference marks in text use superior figures (^ '^, ^) ; in tables 
use " superior" lower-case letters, underscored for itaUc, as *, ^, 2,, not 
asterisk (*), dagger (f), etc. 
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Write each footnote in the line immediately below the line of text 
in which the reference mark occurs, separating it from the text 
above and below by lines running across the page; but do not break 
the text at the reference mark if it comes in the middle of a line. 

Observe carefully that footnotes are in the forms prescribed on 
pages 45-46. 

Follow Webster's New International Dictionary in the use of 
hyphens, but observe especially the rules for the use of hyphens in 
petrographic terms and the accompanying list of names on page 
44. Note also the hyphens in the lists of words on pages 50-51. 

Use a comma after the word preceding " and," " or," or other con- 
nective in a series of three or more words or phrases like " clay, sand, 
and gravel;" "the upper coal is 21 inches thick, the parting 12 
inches, and the lower coal 1 8 inches/ ' Use a semicolon before ** and * * 
if the other members of the series are separated by semicolons. 

References in parentheses to pages or illustrations should be 
inclosed within the sentence unless "See" is used: "Shown on the 
map (PI. VI);" "the accompan3dng diagram (fig. 6);" "referred to 
in another place (p. 72)." "The limestone is dolomized here as at 
some other places. (See p. 42.)" Use "p.," "PL," and "fig." for 
page, Plate, and figure in parentheses, as shown above, but write in 
full in text: "This is described on page 53." Note also: "Shown 
in [not on] Plate XVI." Use " on" only with reference to a map. 

Observe that every table and section is provided with a heading, 
which should be underscored for italic, and observe also that units 
of measurement (as feet, inches, pounds, tons) are written at heads 
of columns of figures representing such units. If dimensions are 
given in feet and inches use the form "Ft. in." for the units. 

Use etc., not &c. nor et cetera. 

Observe the general rules given on page 50 for use of figures and 
of words to express numbers. 

Write "one-half mile" or "half a mile," not "a half mile" nor 
">^ mile." Spell out fractions that stand alone, as "one-half,** 
"three-foiwths;** but write "3K." "iK/* where the fraction does 
not stand alone but is joined to a whole number. 
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Operators using keyboards bearing no figure 1 should use lower- 
oese 1 for this numeral. If capital I is used confusion results vol. 
II appearing instead of vol. ll, for example. 

Write 1 6 by (not x) 24 inches. 

Ufle arable numerals except for plate numibers. 

Observe the directions given on pages 48-49 in regard to capitail- 
ization and note the list of abbreviations of names of States and 
Territories given on page 49. 

Use B. t- u. for British thermal units, c. c. for cubic centimeter, 
sp. gr. for specific gravity, F. for Fahrenheit, and C. for Centigrade 
where it is necessary to abbreviate these terms. 

Write June 20 (not June 20th), but the 2Qth of June. 

Write 2d and 3d, not 2nd and 3rd, for the abbreviations of second 
and third. 

In copying manuscript "spell out" (that is, write in full or in 
words) any abbreviation or number that is encircled with pen or 
pencil mark, and write a " lower case " (small) letter instead of a 
capital letter through which a vertical or diagonal mark has been 
drawn. 

Note carefully the following '*Don'ts:" 

Don't capitalize any words except proper nouns or proper adjec- 
tives in text, table of contents, list of illustrations, italic side head- 
ings, or legends or titles for illustrations. 

Don't use comma or period at end of line of matter that is followed 
or should be followed by leaders. (See sample table of contents, 
containing leaders, on pp. 39-40.) 

Don't write one figure upon another so as to cover it and to pro- 
duce an uncertain result; as a 3 upon an 8 or a 5 upon a 6. Erase 
fully the figure first written before correcting. 

Don't use fi> for per cent, nor # for No. 

Don't underscore foreign words for italic. 

Don't underscore names of fossils when they are arranged in lists 
or in tal^s. Those in the text should be underscored. 

Don't underscore center headings, and don't fail to underscore 
side headings. 

Don't put footnotes at bottom of page. (See p. 45.) 
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Don't paste ^eets together except to make a table that mttst be 
wider than letter paper. 

Don't write anything single spaced except Hteral extiacts or 
quotations. 

Don- 1 rewrite matter for the purpose of filEng a sheet with t5rpe- 
writing. The printer will not leave blank spaces where thejr may 
happen to occur in " copy," The rules that apply to letters in t^ 
respect need not be applied to manuscript intended for printing; 
The presence of erasures or of plainly written interlined words or 
phrases may be tolerated, and pages containing these need not be 
rewritten. A complicated table that has been prepared in ink need 
not be typewritten if the writing is plain in every part, but fine, 
crowded writing or pale blueprints can not be accept^. The prime 
requisite is that the matter should be dearly legible. 

Don't crowd anything to economize paper. It is impossible to 
make '' copy" too plain, and room must be left for editorial marking. 
This applies to tables and footnotes as well as to text. 

MAPS. 
To po gr ap hic Jetlaf of the TTnlted Statei. 

The topographic atlas of the United States in preparation by 
the Geological Survey is composed of uniform sheets, the principal 
characteristics of which have long been fixed and are well under- 
stood. Though changes have been numerous, they represent a 
growth or adaptation of the original plan to a more detailed classi- 
fication of facts and features. This growth is natural and conserv- 
ative; therefore topographers, map editors, engravers, and proof 
readers should so familiarize themselves with symbols and require- 
ments as to do by force of habit what the regulations prescribe. 

The handbook for topographers prescribes in detail the features 
that must appear on topographic sheets of every scale and the 
manner of their expression. It gives minute directions for drawing 
and inking and prescribes the inks that shall be used. So far. aa 
publication is concerned, the essential requirement is a manuscript 
clearly legible in every detail, of which a photograph may be made 
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clearly reproducing every feature. In certain respects conformity 
of the manuscript with the sheet of conventional signs is not required. 
These exceptions and the conventions employed are well known to 
the map editors, engravers, and proof readers, and the engravers 
will translate them into the standard symbols. If, however, the 
topographer or draftsman should, either by inadvertence or by 
design, depart from the standard symbols in other respects than 
these, it is imperative that he should interpret by legend or other- 
wise the S3rmbols so employed. 

Base Mapi Compiled. 

In comparison with the topographic atlas sheets, the features in 
which the more general maps may be made uniform are few. Their 
form and size are controlled by the scale selected and the area of 
the territory represented. The amount of information included is 
dependent on the scale and is often limited by the meagemess of 
the available data. Nevertheless, uniformity of a certain kind is 
attainable and the following regulations of general application will 
be observed: 

All maps should be constructed on polyconic projections and 
drawn with a view to publication on a scale which, fractionally 
expressed, bears some simple relation to 1:1,000,000. The con- 
ventional signs and styles of lettering employed on manuscript 
maps should conform to the Geological Survey standards, which 
must be followed in publication. 

In placing the names on a map the following rules should be 
observed: Names of towns and names of features of small extent 
on the map should be placed immediately to the right of their 
objects and on lines parallel to the top and bottom of the map. 
Names of elongated features should follow the trend of their objects 
and if they are the names of streams, transportation lines, and the 
like, should be placed on the upper side. When these lines are 
parallel to the sides (right and left) of the map their names should 
be placed on the left side and read upward. Such lettering may 
be "spaced out," but not to such an extent as to impair its legi- 
bility; nor should the spaces between the words of a name be so 
great that the eye will not readily be led from each word to the 
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next. Names of civil divisions and similar territorial divisions, 
when not placed at the boundaries, should be shown in letters of 
suitable size placed across the areas to which they apply. As a 
general rule such names should be lettered on straight lines parallel 
to the top and bottom of the map, but some may be placed paral- 
lel to the sides of the map to read upward, or, rarely, on an oblique 
line or a curve. 

The variety and amount of detail which should be shown on any 
map depend on the scale. Overloading should be avoided. Trans- 
portation lines or counties should not be put on a map whose scale 
is as small as i : 5,000,000, nor section lines (United States public-land 
system) on maps with scales as small as i : 250,000. The township and 
range lines are sufficient for the latter scale, and these should usually 
be omitted from scales of i : 500,000 or less. 

In the construction of lettering compound etudes should be 
avoided. A line of lettering constructed on a simple curve is always 
more readable and usually more pleasing. 

General maps should usually have a neat, simple border. Vacant 
spaces within the border should be utilized for title, scales, notes, 
names, legends, and explanations. If no suitable space within the 
border is vacant, the margins must be utilized for this purpose. For 
small maps marginal matter should be arranged like that on the 
topographic atla^ sheets, but on large sheets the name of the Sur- 
vey and the name of the Director should occupy the middle of 
the upper margin; the title proper should occupy the middle of the 
lower margin, with scales, contour interval, and datum, if applicable, 
immediately below it; other notes and data should be arranged on 
the lower margin at the comers; and a legend should usually be 
arranged on the right-hand margin of the map. 

The name of the Survey followed by the name of the Director 
should appear on every map made or published by the Survey, and 
the scale should be expressed by a fraction, by a bar scale of miles, 
and by a bar scale of kilometers. 

Photography is an auxiliary or an essential part of nearly every 
process of map publication. It is therefore highly important that 
the paper and inks used should be suitable for photography and the 
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drawing firm and diarp. Detailed instructions conoeming these 
points are to be found in the handbook for topograptlers. 

A map reproduced by hand engraving ^ould be and is almost 
invadably a refined copy of the drawing. The scale of the dratitog 
should be at least (m^half greater — ^for example, as 3 feet is to 2 
feet — ^than the scale of publication. A map reproduced by photon- 
lithography will be a refined copy of the drawing if the scale ol the 
original is greatly reduced in the reproduction. Therefore the 
drawing, induding the letters and figures, should be two to four 
times the scale of publication, the size depending on the quality of 
the original. The drawing for a map in colors, if for engraving, 
should be complete on one sheet, each line in the required color. 
For photolithography a separate drawing or tracing in black ink 
should be made for each color. It is therefore important that the 
manner of reproduction should be determined at the outset and that 
the drawings should be prepared accordingly. 

Map IUiiftratiOBS->The Baat. 

Most Geological Stuvey reports are illustrated by maps and to^ 
many of them maps are essential. For the most part, the object of 
the map is to display the features and phenomena discussed in the 
report and to show their relative position, extent, and geographic 
distribution. Stripped of these exhibits, the map is usually called 
the base or the base map. It is the base alone that is here treated. 

If an author has discovered omissions or errors on an atlas sheet 
or other engraved map which he is to use and can supply the neces- 
sary data for correction, such corrections should be put into form 
for engraving at an early date and transmitted through the proper 
channels. Corrections for atlas sheets should have the approval of 
the chief geographer. 

With respect to geographic names, the decisions of the United 
States Geographic Board will be followed in publicarion. The 
reports of that board should therefore be consulted by authors when 
preparing manuscript. If, by reason of local knowledge or other 
considerations, the author believes a decision of the board to be 
erroneous, he should brief the evidence on which his convictions are 
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baaed aed present it to the cfeairman or secretary of the board with 
a i«que«t for reconsideration. If, by reason of diverse usage, the 
naone of *a geographic feature or the speHing of the name is in tionbt^ 
the Geographic Board should be requested to make a decision, and 
the request should be accompanied by a summary of all the evidence 
collected by the one making it. It is well to ccmsult the editor of 
topographic maps in such cases, as he may be able to supply addi- 
tional information. If it is desired to give names to unnamed fea- 
tures in unsettled or sparsely settled regions, the proposed names 
should be submitted to the Geographic Board for adoption. It is the 
policy of the board to discourage the naming of features after living 
persons. 

In compoHng and drawing maps for ilhistration, the suggestions 
as to base maps compiled should be followed. If a published map^ 
other than a Geological Survey map, is used, acknowledgment 
should be made. Before undertaking the compilation of a. map for 
ilhratration, an author should consult the custodian of base maps in 
the section of illustrations to determine whether one of the existing 
bases will serve his purpose. 

DISTRIBtJTION. 

The investigations made by the Survey obtain final expression in 
its publications, and the wide distribution of these publications is 
therefore an important feature of the Survey's work. It is to be 
regarded as a part of the official duty of every member of the organi- 
zation to aid to the fullest extent in distributing its publications. 

The serial publications of the Survey whose printing and distri- 
bution are provided for by law are — 

Annual reports. Toi)ographic Atlas sheets. 

Monographs. Toi>ographic folios. 

Professionsd Papers, Geologic Atlas folios. 

Bulletins. Separate geologic sheets. 

Water-Supply Papers. Special maps. 

Mineral Resources. Special publications. 

Monographs, topographic atlas sheets, geologic folios, geologic 
sheets, and other maps are sold at cost. All other publications are 
distributed free. 

56720— 11 5 
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The object of publication is to place in the hands of those inter- 
ested the results of investigation; therefore legitimate distribution 
is to be encouraged. It is inadvisable to comply with unlimited 
demands for publications which are distributed free, such as requests 
for an entire set of the available volumes of any series. Such 
requests can be granted only under exceptional conditions. Reason- 
able requests, however, are granted as fully as possible. Many 
reports are out of print, but some of these can be purchased from 
the Superintendent of Documents, Government Printing Office, 
Washington, D. C, or from dealers in second-hand books. 

Each Senator and Representative receives a small quota of the 
Survey publicadons issued during his term. These are distributed 
through Congress, except topographic maps and geologic folios, 
which are held subject to order in the section of distribution of the 
Sturvey. The allotment to each Member of Congress includes but 
two copies each of the monographs, geologic folios, and topographic 
maps; this is the only possible source from which these publications 
can be obtained free. 

The Superintendent of Documents, Government Printing Office, 
sells at cost of printing Survey publicadons of all classes except the 
topographic maps. 

Each employee of the Siu^ey is entitled to purchase two copies 
of each geologic folio at the imiform rate of 5 cents a copy. 

Each author of a report that is not a sale publication is entitled 
to 20 copies for his personal use. 

Each author of a folio is endtled to two copies free and can 
purchase for his personal distribudon 25 copies at 5 cents each. 
An additional number, not to exceed 100 copies, may be purchased 
by the author or authors at 5 cents each, to be distributed through 
the section of distribudon. 

Under the law, not more than one copy of a report can be sent 
free to any one person except to a Member of Congress. No 
report, docimient, or other publication shall contain any notice that 
the same is sent "with the compliments of" the sender or any 
special notice other than that it is sent "at the request of" the 
sender or some other person. 
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Survey employees should file their applications for publications 
on special carbon-recording addressed labels, which will be furnished 
by the section of distribution. 

Members of the field force have unexcelled opportunities to dis- 
tribute publications and should carry as part of their equipment 
lists of publications, circulars giving information relating to the 
various reports and maps, and a supply of postal request cards, 
all of which will be furnished by the section of distribution on 
application. 

No general mailing list of persons to whom publications are sent 
regularly is maintained by the Survey, but notices of the issue of 
new publications will be mailed regularly to any person who may 
request them or who may be recommended as wishing to receive 
them. 

UBRARY. 

The library is maintained as a necessary part of the equipment of 
an institution devoted to scientific investigation, and its contents 
are primarily for the use of Survey members. It is also, by special 
act of Congress (Public Resolution No. 8, approved April 12, 1892), 
"accessible, under such rules and restrictions as the officers in 
charge * * * may prescribe, * * * to the scientific inves- 
tigators and to students of any institution of higher education now 
incorporated or hereafter to be incorporated under the laws of Con- 
gress or of the District of Columbia." 

The Survey's library, established in 1882, now (19 11) contains 
over 66,000 volumes, about 85,000 pamphlets, and a large number of 
maps. The book collection is limited to works on geology and closely 
related subjects — that is, to the literature of the problems under 
investigation by the various branches of the Survey. It contains 
practically complete sets of publications of all American and foreign 
geologic surveys and geologic societies, as well as geologic periodicals 
and proceedings of scientific societies published in all parts of the 
world. Bibliographies and a card catalogue, both of authors and 
subjects, are maintained in order that the literature may at all 
times be readily accessible. Every facility is afforded for research, 
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and memo's of tlie Stitvey sasd oUktr kiTestigatdrs are invited to 
mAt use of the edltectkm. A poniesi M the tltetfy to<fm te set 
apart for readers and is provided with a ref€!fefitie ^t ^ 0«ol(igi<sal 
^rvey pubHciitiQiis, iodndhig the topo|;raphic maps afid g«»ologic 
f(^os; also Ddth the stafldard gec^ogic p^iodkals, btlittogm^es, 
tiU:ydo|)edia6, atlases, i!Bcdonari6s, a£rd other r^ensfioe books. 

The Hb^iian is the custodian of the books, tnaips, find other 
litettuy material adG^Uit^d i)y purchase, gift, or ^chatfge. It is 
the duty of the librarian to purcliase, with the approval (A tbe 
library cominittee, 9udi g^logic and other 8ck«utific and technical 
Hterttture ds is needed in the work of the Survey, escept local maps 
or dther pl^bHcations require by fidd parties <n fbr ^e particolar 
use of any division and Hkdy to be exp^ded in sudi use. The 
librarian shall dassify and maintain a card catalogue of the contents 
of the library and shall keep a chai;ge record of all loans. 

In an act of Congress approved June 28, 1902, occurs the follow- 
ing provision: 

Providedt That the purchase of professional and scioitific bo«ks and peri- 
odicals needed for statistical purposes hereafter by the scientific divisions of 
the tJhited Stirtes Geological Survfcy is hereby anthofized to be made and paid 
or otit Of appropriations made for the said Sorvey. 

Books are lent (a) for use in the library, to all responsible and 
unobjectionable persons who may apply for them, as far as the 
fadlities of the library permit; {b) for use outside of the library, in 
Washington, to members of the Survey, to the librarians of other 
sdentific libraries, and to sdentific workers properly accredited to 
the librarian; (c) for use outside of Washington, only in spedally 
urgent cases and on the approval of the Director. 

All loans are made subject to the following conditions: 
A receipt must be given before any publication is taken from the 
library. All borrowed publications must receive proper care and 
be promptly returned after using and must be returned bdore the 
borrower leaves the dty for the field or for other long absence. All 
loss or serious damage must be made good by the borrower. 
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Mutilatii^ publications is proNbited by act of Congress (Stat. 
L., vol. 20, p, 171), which provides a fine of not less than $iQ nor 
more than 5;iiOoo. 

PubUcations of aU kind$» including maps (except Uoit^ States 
Geological Surv^ publications), when needed for the use ol any 
branch or division of the ofl&ce, ^sould be ordered by requisition 
thf ough the library. If for special reasons such a request letter is 
8e©t out direct from the division an e^tra carbon copy must be 
furnished for the library. 

PHOTOGRAPHIC LABORATORY. 

Memb^s of the Survey making use of the caixiwa in the field ajre 
expected, unless they, are already skilled photog;raphers, to avail 
themselves of all the means at their command, both those afforded 
by the Siurvey and those available elsewhere, for hecojcoing pro- 
ficient. The chief photographer will at all times be ready to give 
instruction to anyone who may desire it. Dark-room facilities and 
instruction in developing will be furnished to those wishing to 
familiarize themselves with this branch of the art- No one should 
go into the field without some practical experience with the par- 
ticular camera and plates which he expects to use, nor should old 
or defective plates or films be used in the field. 

All cameras and other photographic apparatus used by employees 
of the Survey are purchased only on requi^tion and paid for from 
the separate allotments to the divisions for which they are pur- 
chased, and such requisitions must be sent to the chief photographer 
to be recorded. Photographic materials must not be used for any 
purpose other than to procure scientific data which will be of use in 
the Geological Survey. 

All requisitions on the photographic laboratory for photographs, 
development of negatives, or printing must be made in duplicate on 
the. cards provided for that purpose and must state dearly the 
object for which the work is to be used. 

In case a member of the Survey uses in his official work private 
photographic instruments or material, all resulting negatives, which 
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may be of value to the Survey for illustration or other purposes will 
be regarded as Survey property, like other field collections. 

All cameras and other photographic apparatus should be ttuned 
over to the photographic laboratory for examination and repair, 
if needed, immediately on the rettun of field parties. 

When plates or films are submitted to the laboratory for develop- 
ingi an unmounted proof will be made of each negative if the author 
desires. After examining the negatives or these proofs the author 
will select the negatives to be retained by the Survey. He will 
then consecutively number and label the prints of the selected 
negatives and return them to the laboratory, where they will be 
placed in the Survey collection. Authors are lu-ged to reject poor 
negatives unless they are of exceptional importance, as the Survey 
collection is already approaching unwieldy proportions. 

Greater care in developing negatives will generally be taken in 
the Survey laboratory than elsewhere, but negatives may be devel- 
oped in the field at the expense of the allotment of the person taking 
them. 

Hereafter it will be the general rule that photographic negatives 
belonging to the Survey shall not be lent to persons outside of the 
Survey, or to members of the Stuvey in order that they may be 
taken outside of the Siu^ey building. This rule is necessitated by 
reason of breakage and damage which has occurred to negatives that 
have been lent. 

The Survey is assembling a "loan collection" of negatives, cover- 
ing principal types, and arrangements to borrow these negatives or 
obtain prints therefrom can be made upon application to the chief 
photographer. 

It has been the practice in the past for the authors of text-books 
and of general articles to draw on the large collection of photographs 
preserved in the photographic laboratory of the Survey. There is 
no intention of limiting the real usefulness of the collection for such 
purposes, but experience has shown that the privilege is in need of 
some regulation in order that the scientific rights of the Survey and 
of its individual members shall not be infringed. Accordingly no 
copy of any ofiicial photograph is to be issued by the chief photog- 
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rapher without the written approval or requisition of the person 
under whose name the negative is officially filed. This provision, 
however, shall not apply to requisitions made by the chief of the 
section of illustrations or by chiefs of branches or divisions, when 
prints are required for piu-ely official purposes. Neither does the 
restriction apply to prints from old negatives no longer reserved 
under the name of any present member of the Survey, or from any 
negative the record of which shows a general release by the person 
under whose name the negative is filed. 

Authors availing themselves of the privilege of using Survey 
photographs for illustrations in unofficial publications are requested, 
in retiwn for the courtesy extended to them, to acknowledge the 
source of each illustration by printing with it a statement equivalent 
to the following: "Photograph by U. S. Geological Survey (F. L. 
Ransome)." 

The chief photographer must see that a copy of the preceding 
paragraph is stamped or otherwise affixed to the back of each photo- 
graph issued for unofficial use, or to persons other than regular 
officers of the Survey. 

The apparatus in the photographic laboratory is adapted to the 
various classes of work indicated below. 

Maps, diagrams, drawings, etc., can be photographed on wet 
plates up to 28 by 34 inches and printed on black line paper. Small 
wet plates can be made of diagrams, etc., and enlarged on black 
line paper up to 41 by 60 inches. Paper negatives can be made 
from tracings up to 36 by 50 inches by direct contact and printed 
on black line paper. 

Films and plates exposed in the field can be developed and prints 
therefrom made on developing papers. Photographs can be made 
of interiors and exteriors of buildings, apparatus and instruments, 
landscape work, etc., up to 8 by 10 inches. 

Lantern slides can be made either from negatives furnished or 
from objects or specimens themselves, and if desired can be colored 
by a competent colorist. Copies can be made of documents, other 
photographs, etc., and printed on paper suitable for reproduction 
or retouching. 
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Rock 8ptcmi&a» and skmlar objects can he repsioduced cm scales 
up^ to 15 or 30 diameters and prints made for reproductiooL Pboto^ 
gjcapks can be made of microscopic objects up to 3,000 diameters^ 

CHEMICAL LABORATORY. 

The chemical laboratory of the Survey is organized for such 
analytical work and mineralogies^ determinations as are necessary 
lor the prosecution of geologic field investigations, and also to con- 
duct such researches in chemical geology as are practicable. 

The following suggestions are made for the gmdance of members 
of the Survey when they require chemical analyses: 

Make a brief statement of the nature of the problem involved and 
of the bearing of the analysis requested on its solution. 

State the nature of the SLoaiiyus desired, giving the elemesls to 
be determined when a partial analysis only is called for. The term 
** complete analysis*' is tmderstood to mean the determination of all 
the' elements which oectn" commoi^y in rocks. 

State whether analyses- of this or similar mat»iai from the same 
region have already been printed, and give references. 

Give the name of the substance to be analyzed, if it is known, 
and state the locality on the label accompanying the sample as well 
as in the official letter of request. 

State the laiest time at which analyses are needed for use. 

Failure to observe these directions must necessarily result in 
delay occasioned by inquiries for information not furnished in the 
original request. 

For petrographic specimens, microscopic study of the thin section 
should precede chemical anal)rsis whenever practicable, and the 
results of such study should be briefly stated in order that die 
chemists may be informed of the presence of unusual constituents 
or of the abundance of certain components ordinarily pre s e n t in 
small quantity. 

Samples of water taken for analysis should be shipped in dean 
glass bottles or carboys which are protected by a suitable covering. 
Proper containers will be suppHed by the Washington office on 
request. 
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FISCAly MAYTERd (DISBURSEMENTS AND ACCOUNTS). 

GENERAL STATEXEKT. 
Law. 

No work shall be undertaken unless an appropriation has been 
made therefor and unless authorization has been given both by Con- 
gress and by the head of the Department. 

Section 3679 of the Revised Statutes (as amended by Stat. L., vol. 
34, p, 49) reads: 

Na eocccuthrt DepfirtneAt or other Oovemment estabUsbmeiit of tlie Umted 
Statea shall expend in any one fiscal year aoy sum. ia excess of. appropriations 
made by Congress for that fiscal year, or involve the Government in any contract 
or other obligation for the future payment of such appropriations tmlcss such 
eontraet or oMisatioa is autlumzed by law. 

Plaiut and Ettimat^s. 

Before the beginning of the field season plans and estimates for 
prospective work are submitted by the various branch chiefs to thie 
Director, and by him to the Secretary of the Interior for approval. 

Letters of Allotvest. 

After the appropriations have become available and the plans 
have been appcoved, letters of allotmeflft are issued to division^ dis- 
trict, or party chiefs authorizing the expi^iditure of the funds. 

As the party or the district is the administrative unit, an allot- 
ment of ftmds is made for the work of each party or district. This 
aUotmfint is based on estimates intended to cover annual salaries of 
the chief and such assistants holding appointments with annual sal- 
aries as may be assigned to the party or district, per diem salaries 
and salariee of temporary field and office assistants, pay of field 
laborers) travi^ng expenses, frdght and express, field subsistence, 
or per dkm in lieu of subsistence, field outfits and instruments, 
Qffice.iiistrmnentsand furniture, photographic work, and the prepara- 
tion of rock sections. This allotment must not be exceeded under (my 
conditions without prior authorization in writing from the proper 
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administrative ofl&cer, and therefore the officer to whom the allot- 
ment is made should keep accurate account of all expenditures made 
by him or under his direction. 

Under some conditions allotments are made to one officer from 
more than one appropriation, and in the preparation of vouchers 
care should be exercised that the charge is made against the proper 
appropriation and only for work specifically authorized by law under 
that appropriatuyti. 

The instructions contained in the latter of assignment will gen- 
erally be brief, and whenever necessary will be supplemented by 
fuller instructions from the proper officer. Any question as to the 
exact meaning of the instructions or the object and scope of the 
work should be settled by conference and made a matter of record 
before field work is undertaken. After receiving his instructions a 
chief of party or district officer should adhere to them until they 
are replaced or modified by other written instructions, and in no 
case should he make any material change on oral instructions from 
any source. 

Travel Orders. 

A travel order, signed by the Director, is issued to each employee 
authorized to travel on official business. This order is numbered, 
and the number is referred to on the voucher submitted for the 
traveling expense. The same number is given to an employee year 
after year, and the bookkeeper of the branch inserts it in the voucher 

Vouchers. 

Vouchers are authorized forms of accounts required for all expend- 
itures of Government funds. Forms have been devised and are in 
use for the ^^arious classes of expenditure involved in the Survey's 
work. The service vouchers (Forms Q-ooga and 9-010) and pay rolls 
(Forms 9-01 1, 9-012, and 9-013) cover compensation for personal 
services; traveling-expense vouchers (Form 9-016) cover outlays pre- 
viously made by employees in the course of official travel; purchase 
vouchers (Forms 9-006 and 9-008) cover purchases of whatever sort 
when payment is made by a disbursing officer; subvouchers (Form 
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9-019) are designed especially for receipts for minor cash expendi- 
tures, particularly in the field, as a basis for the reimbursement of 
the employee making the expendittu-e, and are used to supplement 
traveling-expense vouchers. Certain general rules as to methods of 
filling out vouchers apply to all these forms. 

The name at the head of the voucher must be literally identical 
with the name signed to the first certificate. Exception is made 
only when the certificate is signed by the authorized agent of a cor- 
poration. A certificate for the Postal Telegraph Company, for 
example, may be signed by John Smith, operator, or by Joseph Day, 
manager, in which case the name of the company will be written at 
the head of the voucher. The signature "Postal Telegraph Com- 
pany" is not admissible. A certificate from the Union Cooperative 
Store may be signed by the manager or agent, with the name of the 
corporation at the head of the voucher, but from a business firm only 
the firm signature can be received. Signatures such as "John 
Smith by John Doe," "John Smith per D.," or "John Smith per 
Mrs. Smith" are not admissible. 

If a certificate is to be made by a person who can not write, his 
name should be affixed, he should make his mark, and a disinter- 
ested person should sign as a witness. If no third person is available 
as a witness, the employee making the payment may act in this 
capacity, but an explanatory statement must then be made on 
the voucher. 

The approving officer should scrutinize his vouchers and assure 
himself that the description of each transaction will be readily under- 
stood by those charged with the responsibility of audit in the Survey 
and at the Treasury. If any voucher involves items which do not 
on their face appear germane to the work, or if any voucher is irregu- 
lar in form, the irregularity should be explained either by a note 
attached to the voucher, or, preferably, by a red-ink memorandum 
written upon the face of the voucher itself. 

The following example illustrates items that properly appear in 
a traveling and miscellaneous expense voucher (Form 9-016) an 
supporting sub vouchers: 
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Tkavbl and Miscbu«anbous Expqnsv Vouchbr (Form 9-0x6). 
19x0. 

Uta, z« RiitfnMd istrt, WasUofftoa, D. C. to St. Louis, Ma $tz. 00 

PuHmtn ivnt lower btrth, WtuOdaMiaoa, D. C, to SiL hov^* li«« 5> 00 

a. Meals ca rotite (B. $t, D. $1, S. 7sc) a» 75 

Porter fee 35 

Transfer of self, depot to hotel .as 

Hatdiiicbasgage to hotel .35 

3. Meab (B< soc» D. 60c. S. soc) x, 60 

Feed for two hordes (B. soc, D. soc, S. $oc) x, So 

8. Tolls on Washington County cnke (5th, 40c; 6th. 40c; 7th. 40c; 

8th, 40c) , 1. 60 

Chopving away brush around station (job) .75 

9. J. H. J^lwson.. subfosteziAe No, i , . 7. 00 

10. Robert Jones, pay No. a . . 1 1 . 00 

11. Joe Hines, board and lodging No. 3 . . S. so 

zSi Jofatt Tlwmpson, hauKM No. 4« • 3* 75 

31* James JottfA^ Uvety Nows . . 45- so 

31. Smith. & Brown, suppHes No. 6. . 4. 80 

31. Excess baggie No. 7 • • .35 

31. Telegram (copy attached) . ao 



The foUowiog six examples illastrate types of charges that may 
be made on a voucher for purchases and services other than personal 
(Forms 9-006 and 9-008), which must be forwarded to a disbursing 
officer for payment. Such charges may also appear for cash pay- 
ments made on a subvoucher (Form 9-019), which must be attached 
to a travel and miscellaneous expense vou<Aer (Form 9-016). 

SuBvoxj<uia9S-(FeAM 9-019) and Purcixa^s VoucifSR (FoitM9 9^006 ANp 9-008) 

Example i. 

Subsistence for John Doe, topographer: 

Sept. 18, B., to Sept. 20, D., 2 K days, at jpa $S- 00 

Peed aad cart of borse: 

Same dates and time, 8 feeds, at afc a. 00 

Total 7.00 

Example 2. 

Services as guide, rodman, laborer, etc.: 

Mar. 4. 5. 6, 8, 9, 10 (K). sH days, at $2 11.00 
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Emimple 3- 
Board and Icklcing for Richard Roe, aSst. topoff.. and James Bitiwn, 
xodlntti: Mar 6, B., to Mar. 7, D.. Mar. 8. S., to Mar. 9, B. — 

14 meals, at 250 $3. So 

4 lodcings. at soc a. 00 

Total S. 50 

ExamffU 4. 
Transportation of John Jones, levelman, and Wm. Smith, rodman: 

^om Smithfield, Mo., to Johnstown, Mo., Mar. 15, 6 miles O'ob) ... a. op 
Hanfins camp outfit: 

Ftom Erieville to Louisbm-f, Mar. 17, 5 miles (job) t. 7S 

Total 3. 7S 

Example 5. 
Wok of hone and butfgy for John Smith, levelman: 

Mar. z6 to 31, x6 days, at $a 3a. 00 

Hire of team and driver Qohn Brown) for Sam Small, jr.. topog.: 

Mar. 17, 18, 19, 21 (M), 22, 4>i days, at $3 13. S© 

Total 45- so 

Example 6. 

Mar. 31. X axe x.oo 

I posthole digger 2. 00 

5 pounds naib, at 5c 25 

10 yards cotton cloth, at 8c 80 

3 dozen eggs, at asc 75 

Total 4- 80 

When amounts in vodchers are changed in any way by a dis- 
bursing officer on account of mistakes or irregularities, notice of 
the changes should be sent promptly through the approving officer 
to the person in whose favor the voucher is drawn. 

PSSSONAL SSRTICSS. 

Pay. 

Definition, — Disbunements for services comprise the payment 
of salaries or wages reckoned by the year, moiitfa, day, or hour. 
Every permanent employee of the Survey receives a written ap- 
pointment from the Secretary of the Interior, and pa3rment for 
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services must not precede the date of such appointment. Most 
but not all permanent employees are paid annual salaries. 

ComptUaiion. — A clause in section 6 of the sundry civil act ap- 
proved June 30, 1906, reads: 

FcM' the purpose of computing compensation and for computing time for 
services rendered during a fractional part of a month in connection with an- 
nual or monthly compensation, each and every month shall be held to con- 
sist of thirty days, without regard to the actual number of days in any cal- 
endar month, thus excluding the thirty-first of any calendar month from the 
computation and treating February as if it actually had thirty days. Any 
person entering the service of the United States during a thirty-one day month 
and serving until the end thereof shall be entitled to pay for that month from 
the date of entry to the thirtieth day of said month, both days inclusive; and 
any person entering said service during the month of February and serving 
until the end thereof shall be entitled to one month's pay. less as many thir- 
tieths thereof as there were days elapsed prior to date of entry: Provided, 
That for one day's tmauthorized absence on the thirty-first day of any cal- 
endar month one day's pay shall be forfeited. 

For employees receiving compensation at an annual rate, one- 
twelfth of the annual rate shall be the pay for each calendar month. 

For employees receiving compensation at a monthly rate, one- 
thirtieth of the monthly rate shall be the pay for each day. 

For services during a fractional part of any month : 

(a) Subtract from thirty the number of days elapsed before ap- 
pointment and multiply by one-thirtieth of the monthly compen- 
sation; or 

(6) Subtract from thirty the number of days absent without pay 
and multiply by one-thirtieth of the monthly compensation; or 

(c) When the employment is terminated by death, resignation, 
or removal, the pay shall be the number of days actually employed 
times one-thirtieth of the monthly compensation. 

Employees paid by the day will not receive pay for Sundays 
unless service on Sunday is necessary and is performed — ^facts to 
which the supervising official must certify on the account. 

Permanent employees paid by the day will receive pay for legal 
holidays, but temporary employees paid by the day and those 
whose appointments read "when actually employed" must perform 
service in order to receive pay for legal holidays, except that in 
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the District of Columbia, when services are rendered the day before 
and the day after a holiday, payment may be made for the holiday 

Additional compensation in lieu of subsistence, — OflScers or em- 
ployees of the Geological Survey whose salaries are not fixed by 
statute, when traveling under letters of authorization for field work, 
may be allowed as additional compensation in lieu of actual ex- 
penses for meals and lodgings, a per diem amount not exceeding $4, 
to be fixed by the Director with the approval of the Secretary of the 
Interior. In addition to this they may be allowed all other neces- 
sary expenses, such as those for transportation on railroads, steam- 
boats, or other usual or necessary modes of conveyance, tolls, ferriage, 
sleeping-car and parlor-car fares, baggage transfer, and laundry. 

Additional compensation in lieu of subsistence not to exceed $2 
per diem may be allowed to field assistants by the Director without 
the Secretary's approval for each specific case, but the amount 
must be stated in the field agreement, and a list of the employees 
affected and of the amounts allowed to each must be supplied for 
the information of the Department. Additional compensation in 
lieu of subsistence in excess of $2 per diem can not be allowed to 
field assistants without the prior authorization of the Secretary. 
Additional compensation in lieu of subsistence will be allowed for 
the day of departure from headquarters if the employee departs 
before 12 m., and for the day of arrival at headquarters if he arrives 
after i p. m. 

An employee arriving at headquarters to which he is newly as- 
signed will be allowed additional compensation in lieu of subsistence 
for one full day while he is procuring a suitable residence. Except as 
above specified, this additional compensation will not be allowed at 
headquarters. 

Employees in the field will be allowed additional compensation 
in lieu of subsistence for Sundays and legal holidays while on duty 
and away from home and outside of the District of Columbia. 
An employee whose leave of absence commences on Monday or ter- 
minates on Satiu*day or is preceded or followed by a legal holiday 
is not legally entitled to additional compensation in lieu of sub- 
sistence for such preceding and succeeding Sunday or holiday 
unless he was actually on duty at his place of assignment, and 
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this fact must be stated below the last item of expense entered in 
the vouctoer . Whenever, in the course of assignments, employees 
spend their Sundays or legal holidays at home, they will not be 
entitled to additional compensation for such days, and in these cases 
they should note on their report for the day preceding such visits 
the time they left their places of assignment, and on the report for 
the day thereafter the time at \i^ich they resumed their ^work. If 
an employee is detained at any point on business of his own, the 
delay must be at his own expense. 

Additional compensation in lieu of subsistence will not be allowed 
when the travel begins and ends <m the same day, but the actual 
and necessary expenses incurred wHl be paid. (See Comp. Dec., 
vol. 7, p. 127.) 

Whenever practicable, additional compensation in lieu of subsist- 
ence should be allowed in camp, not only to regular employees but 
also to temporary employees. For permanent employees the addi- 
tional compensation must have the approval of the Director asnd 
the Secretary of the Interior before it is effective, but for temporary 
employees additional compensation in lieu of subsistence not exceed- 
ing $2 a day is permitted under general authority. If permanent 
employees are to be assigned for a portion of the ^eM ^ason to field 
parties, authority should be requested from the Secretary to allow 
additional compensation in lieu of subsistence at a^dual rate — ats, for 
example, $2 a day while actually traveling and 75 cents a day idiile 
in camp. 

When for any reason the chief of party himself does not have 
additional compensation in lieu of subsistence, the other members 
of the party must be allowed actual expenses. On the other hand, 
if the chief of party has additional compensation in lieu of subsist- 
ence it is desirable that all other members of the party be placed on 
that basis, in order to give uniformity to the accounting. The addi- 
tional compensation must be fixed in advance of service and deter- 
mination of the amount should be based on previous experience in 
the locality where work is to be undertaken. The rate for tem- 
porary employees must be fixed in the emplo3rment letter. The 
rate may be increased or decreased at the end of any month for the 
next ensuing month in order that the actual cost of subsistence may 
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be recovered, but when changes are made new emplo3rment letters 
must be issued. Authority for additional compensation in lieu of 
subsistence can not be made retroactive. 

As the chief of party has charge of the purchase of suppEes for 
camp use, the additional compensation in lieu of subsistence of the 
other members of the party should be assigned to him at the end of 
the month. (See sundry civil act of June 30, 1906.) This may be 
conveniently accomplished by one letter containing the signatures 
of all the men making the assignment. The following form letter, 
obtainable on requisition, may be used for this purpose: 

Chibf Disbxtrsxno Officbr, 

U. S. Geological Survey, 

Sir: You are hereby authorized to pay to [title} the 

sums specified opposite our signatures below, these sums representing the 
amounts due us for additional compensation in lieu of subsistence for the 

month of 19... 

Very respectfully, 

$ 

$ 

$ 

$ 

If the per diem amotmt has been more than sufficient to cover the 
cost of subsistence, the party chief must return to each man his pro- 
portionate share of the excess. 

When it is not desirable to use the additional compensation in 
lieu of subsistence in camp, all purchases must be supported by sub- 
vouchers and included in the expense account. Even when the 
additional compensation is used, the party chief should preserve for 
his own protection receipted bills for all expenditures made by him. 

Assignment. — A portion of the sundry civil act approved June 30, 
1906, reads: 

The Secretary of the Interior is hereby authorized to permit scientific and 
other employees of the United States Geological Surrey, employed in the field, 
to make assignments of their pay under suc^ regulations as he may prescribe, 
daring such time as they may be In the employ of the United States Geological 
Survey. ♦ ♦ ♦ 

On July 21, 1906, the Secretary of the Interior, under the provi- 
sions of the act above cited, authorized the Director of the Geological 
Survey to deposit the pay of employees, in currency, with any 
56720— II— 6 
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individual or bank on the receipt of signed pay vouchers and on 
the written request of such employees; provided, however, that the 
United States is released from repayment of such money and from 
any liability by reason of such deposits. 

The per diem amount allowed in lieu of subsistence is additional 
compensation and may also be assigned. 

Vonolifn for Personal Serrioeg. 

Five forms of vouchers are used for the payment of salaries, as 
follows: 

For services rendered in the District of Columbia, Form 9-oo9a. 
For services rendered outside of the District of Columbia, Form 9-010. 
Pay roll for services rendered in the District of Columbia (short). Form 9-0x1. 
Pay roll for services rendered in the District of Columbia (long). Form 9-0x3. 
Pay roll for services rendered outside of the District of Columbia. Form 9-oxa . 
For services, per diem, and miscellaneous expenses outside the District of 
Columbia, Form s>-ox6. 

A service voucher consists of a bill, a certificate that the services 
have been performed, and a further certificate that payment has 
not been received therefor. Vouchers for personal service rendered 
under the direct supervision of some administrative officer and so 
certified by him need not be certified by the payee, provided the 
voucher describes specifically the position, the rate of compensation, 
and the period covered. However, as the approving officer will 
not always have specific information concerning the services per- 
formed, it is desirable that the payee sign the certificate whenever 
possible. When it is signed by the payee, the name at the head of 
the bill must be literally identical with the signature. 

A pay roll consists of a series of bills for services and a certificate 
that the services have been performed. The names in the column 
headed "Names" must be literally identical with those in the 
column headed "Signatures." The column headed "Time em- 
ployed" must contain dates from and to which service was 
rendered and the total number of days for fractional parts of a 
month. 

On both the above vouchers the certificate should be signed by 
the person under whose direction the services were performed. 
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For parties in camp receiving additional compensation in lieu of 
subsistence, in addition to the usual entries on the pay roll (Form 
9-013) there shall be made on the same line with the statement of 
services of each individual in the party a statement of the actual 
number of days for which he is entitled to additional compensation. 

In the service voucher the date of the bill is the date of the last 
day of service. 

Vouchers for services must not include more than one calendar 
month, though more than one set of vouchers may be submitted in 
the same month. 

Separate vouchers are required for services rendered in two fiscal 
years. The fiscal year begins July i and ends June 30. 

The use of ditto marks for dates should be avoided. 

Temporary field employees may be paid on service vouchers, pay 
rolls, or, if necessary, subvouchers. 

When the employee can not write he must affix his mark, and 
some person other than the disbtu-sing agent or approving officer 
should sign as witness; where no witness is available the employing 
officer may sign as a witness if the circumstances are fully explained 
in writing on the voucher. 

TBAVELnrO EXPBXrSES. 
Origin and Authority. 

Employees may be allowed, in accordance with their travel orders, 
such of the expenses noted in the following paragraphs as are 
actually incurred while traveling on duty or on public business for 
or on account of the Geological Survey, and as are necessary or 
incidental to the performance of said duty or business, and as are 
usual and essential to the ordinary comfort of travelers. 

Allowanoei. 

Railroad, steamship, and stage fares. — Fares on railroads, except 
roads that are bond-aided (see pp. 103-105), and on steamships, 
stages, or other usual means of conveyance are proper charges. 

Extra charges incurred for travel on limited trains will not be 
allowed, except when such travel is absolutely necessary and the 
voucher is accompanied by an explanation. 
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All journeys on official business must be made by the shortest 
practicable routes and without unnecessary delays. The routes 
should be so arranged as to avoid unnecessary duplication of travel. 
Any necessary duplication or any unusual routing must be explained. 
A through limited ticket, excursion ticket, or round-trip ticket 
should be procured whenever practicable. When there is a differ- 
ence between the fares paid on two occasions during the same detail 
for journeys between the same points by the same railroad, steam- 
boat, or stage route, either going or coming, an explanation of the 
difference should be given. 

Pullman and stateroom accommodations, etc. — Charges may be 
made for one double berth or parlor-car seat for each person, or 
for customary stateroom accommodations on steamboats, etc. 

Transfer charges, — Charges for omnibus or transfer coach fares 
and transfer of baggage to and from railway stations, wharves, and 
hotels, necessary street-car fares, and, where there are no such 
conveyances, moderate and necessary hack hire, not exceeding the 
legal or usual local rates, are permissible. 

Excess baggage. — Charges for excess baggage, if the extra weight 
consists of public property, or of private property to be used for 
public purposes, will be permitted. In such cases a receipt or a 
subvoucher must be obtained showing the weight, rate, and amount 
paid. 

Livery, rfc— Hire of special transportation, either by land or by 
water, where there are no regular means of conveyance, will be 
allowed. Charges for repairs or damages to hired conveyances and 
shoeing of hired animals will not be paid, except where the agree- 
ment for hiring especially provides for such charges at the expense 
of the Survey. Such an agreement should be avoided when posd- 
ble, but when unavoidable the voucher should be accompanied by 
an explanation. 

Reasonable charges for feeding and stabling animals and for board 
and lodging of driver, when absent from their headquarters, will be 
allowed. 

Meals and lodging. — Charges for meals may not include other 
items of refreshment than the ordinary food provided for travelers. 
Hotel expenses may include the use of a room at the hotel during 
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the daytime if found necessary in transacting official business. No 
charge will be allowed for hotel bills when the detention is unneces- 
sary for the execution of the travel orders, nor for an amount exceed- 
ing $5 a day in the States or $7.50 a day in Alaska. No separate 
charge for meals will be allowed when the meals furnished on 
steamer or other means of conveyance are included in the charge 
for fare. 

A charge for lodging at a hotel and a charge for berth in a sleeper 
for the same night may be allowed, but only when the voucher is 
accompanied by a definite statement of the necessity. 

An employee arriving at headquarters to which he has been 
newly assigned will be allowed lodging and meals for one full day 
while he is procuring a suitable residence. Except as above specified , 
subsistence will not be allowed employees while at headquarters. 

Fees to waiters^ etc, — Fees may be paid to waiters in hotels and 
on trains, not exceeding 30 cents a day; to porters on sleeping cars, 
not exceeding 25 cents a night; to porters on parlor cars, not 
exceeding 10 cents a trip; and reasonable fees may be paid to stew- 
ards and others on steamships. 

Charges for porterage and parcels check at hotels and railway 
stations, not to exceed 10 cents for each piece, are proper items of 
expense. 

Laundry and baths. — ^Reasonable charges for laundry and baths 
will be allowed. 

Ferriage t tolls, etc. — Regular charges for ferriage, tolls, etc., will 
be allowed. 

Telegrams, — ^The telegraph must be used only when a delay occa- 
sioned by the use of the mail would be injurious to the public inter- 
ests. Night messages are slightly cheaper than day messages and 
hence are preferable. Whenever telephone service is found to be 
pheaper than telegraph service and equally effective, the telephone 
should be used. 

Telegrams should be made as brief as possible. In messages from 
one official to another initials and titles should be used only so far 
as is necessary for identification. Numbers should be expressed in 
words and not figiu^es. Ordinal numbers should not be abbreviated. 
Whenever practicable the blank forms obtainable on requisition 
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must be used, otherwise the message should be indorsed "U. S. 
official business," in order to inform the company of the priority in 
transmission to which all government messages are entitled and to 
obtain the government rate. 

Only telegrams relating solely to official business may be sent at 
the expense of and paid for by the Government. Telegrams for the 
personal benefit of individuals, such as those concerning leaves of 
absence, must not be charged to the Government. 

Messages sent from or to Washington, D. C, must not be paid for 
by the person sending or receiving them, except when payment is 
demanded as a condition precedent to the transmission or delivery 
of the message, but should have the additional words "Charge Geo- 
logical Survey" written or stamped thereon, and the agent, oper- 
ator, or messenger should be directed to have the message charged 
in the company's monthly bill. 

Identification cards issued by the telegraph companies are obtain- 
able on request from the chief of branch. 

When a message is sent between points outside of Washington, 
it is preferable that the official blank be used. This obviates cash 
payment by the sender or the receiver, but when for any reason it 
is desirable to pay cash, a copy of the message must accompany the 
voucher in which the amount is included. 

In a prepaid message the following words will be counted and 
charged for: The address and signature; all words in an extra date! 
in the check, the words "Deliver and report charged," "Collect 
delivery charges," "Report delivery," and "Repeat back." 

In collect messages the word "Collect" in the check will be 
coimted, but will not be charged for. 

When a message bears two or more addresses and delivery is to 
be made to each address, it will be ch^ged for as two or more mes- 
sages, as the case may be. A message addressed, for example, to 
"W. Brown, 197 Broadway, and B. Wells, 60 Exchange place, 
N. Y.," or a message addressed to "W. Brown and B. Wells, 197 
Broadway," will in each case be charged for as two messages. A 
message addressed to "J. B. Jackson and S. B. Smith, Senate 
Chamber, Washington, D. C," will be charged for as two messages. 
The additional addresses will not be considered as extra words. 
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In counting a message, dictionary words, initial letters, surnames 
of persons, names of cities, towns, villages, States, or Territories, or 
names of the Canadian provinces, will be coimted and charged for 
each as one word. The abbreviations for the names of cities, towns, 
villages, States, Territories, and provinces will be coimted and 
charged for as if written in full. In names of countries or counties 
all the words will be counted and charged for. 

Abbreviations of weights and measures in common use will be 
counted each as a word. 

To prevent liability to error and reduce cost, numbers and amounts 
should be written in words. 

In ordinal numbers the afi&xes st, d, nd, rd, and th will each be 
counted as one word. 

Figures, decimal points, and bars of division, and letters (except 
the pronounceable groups covered by the following paragraph) will 
be counted each separately as one word. 

All pronounceable groups of letters, when such groups are not 
dictionary words or combinations of dictionary words, will be counted 
at the rate of ten letters or fractions of ten letters to a word. When 
such groups are made up of combinations of dictionary words, each 
dictionary word so used will be counted as one word. 

The following examples will illustrate the application of these 
rules: 

Words. 

3d (or 3rd) a 

Lbs I 

Amaureds x 

Interavis x 

Byxtrm 90 8 

AU ri£ht or alright 2 



Words. 

Van Dome x 

McOregor x 

O'Connor i 

Brown, jr 2 

New York (or N. Y.) x 

New York State 2 

Nova Scotia (or N. S.) i 

St. Lotds X 

Bast St. Louis x 

Queen Anne County 3 

District of Columbia (or D. C.) i 

North America 2 

44.4a 5 

42B6X8 6 

74-3/4 S 

No. x8s aand st 8 

to 000 000 8 

Ten millions 2 



Exceptions. 

A.M 

P. M 

F.O.B. (fob) 

C. O. D. (cod) 

CLF.orCF.I. (ordf). 

O.K 

C.A.F.(caf) 

Per cent 
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The rates for transmissioii of o€&cial messages over the principal 
telegraph Hnes of the United States are fixed annually by the 
Postmaster General, and all payments in excess of those rates 
will be at the expense of the persons making the pajmients. If, 
however, at any time the commercial rate, as for night messages, is 
less than the Government rate, the commercial rate should be used. 
In determining the number of words in a message sent at govern- 
ment rates, the address, the body of the telegram, and the signature 
are counted, but neither the date nor the name of the place from 
which the message is sent. For a message between any two points 
both of which are within the same State, Territory, or District and 
on Hnes operated by the same company, the rate is always the same 
regardless of distance, being 20 cents for a day message of 20 words 
or less, 15 cents for a night message of the same length, and i cent 
for each word in excess of 20 words. The rates now (19 11) in force 
are shown in the following table: 
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GovemmetU telegraph rates for 20 words and multiples of 20 words, 
together with tolls for additional words.- 



3o words 

40 words 

60 words 

80 words 

100 words 

200 words 

300 words 

400 words 

500 words 

Additional words: 

I 

s 

3 

4 

I::::::::: 

7 

8 

9 

10 

IX 

12 

13 

14 

IS 

16 

17 

18 

19 



Day messages when rate is- wS^^^y ^f- 



20 


as 


30 


35 


.0 J 


20, 25, or 


35 or 40 


cents. 


cents 


cents. 


cents. 
$o.3S 


cents. 
$0.40 '. 


30 cents. 


cents. 


$0.20 


$0.2S 


$0.30 


$o.is 


$0.25 


.40 


• SO 


.60 


.70 


.80 


• 35 


.45 


.60 


• 75 


.90 


I. OS 


1.20 


•55 


.65 


.80 


1. 00 


1.20 


1.40 


1.60 


•75 


.8s 


x.oo 


I. 35 


1.50 


X.7S 


2.00 


.95 


1.05 


2.00 


2.50 


3.00 


3.50 


4.00 


I. 95 


2.05 


3.00 


3. 75 


4.50 


5.2s 


6.00 


a. 95 


3.05 


4.00 


S.oo 


6.00 


7.00 


8.00 


3.95 


4.05 


5.00 


6.2s 


7.50 


8.75 


10. 00 


4.95 


5- OS 


.oz 


.oz 


.03 


.02 


.02 


.01 


.01 


.02 


.03 


.03 


.04 


:li 


.02 


.02 


.03 


.04 


.OS 


.OS 


.03 


• 03 


.04 


• OS 


.06 


.07 


.08 


.04 


.04 


.OS 


.06 


.08 


.09 


. 10 


• OS 


:SI 


.06 


.08 


.09 


. II 


. 12 


.06 


.07 


.09 


. II 


. 12 


. 14 


.07 


:U 


.08 


. 10 


. 12 


. 14 


.16 


.08 


.09 


. II 


.14 


.16 


.18 


.09 


.09 


. 10 


.13 


• IS 


.18 


.20 


.xo 


.xo 


. II 


.14 


.17 


.19 


.22 


. II 


. IX 


. 12 


:;i 


.18 


.21 


.24 


.12 


. 13 


.13 


.20 


.23 


.26 


.13 


.13 


.14 


.18 


.21 


.«s 


.28 


•M 


.14 


• IS 


.19 


.23 


.26 


.30 


.15 


■M 


.16 


.20 


.24 


.28 


.3« 


.x6 


■M 


.22 


.26 


.30 


.34 


.17 


■M 


.93 


.a7 


'Sa 


•3S 


.18 


.19 


.24 


.«9 


.33 


.38 


.19 


.19 



N0T8. — ^When the message contains less than 20 words charge is made for 
9o words. 
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I 



1 



^ 

fe 



II I 

I- 



to 



^ 



I 



••3 





H 


« 


M 


H 


M 


•0 •>«»■ W)^0 l-OO 0> < 


H M 


tOttfi 

t% t% t* 


•]jnossiH 


000«OOiOV)V>O00000000iOiOio00000 


•iddissisww 


OioOv>«oioinioOOV)OOOOOOOv)V)OtnOOV) 


•B^osauniK 


ioOOV)OioioioioioOOOOOO>oiov)V)OOioOV) 


•uBaiqoiH 


OioOioioOOOtoOioOOOOOioOOOOOOOO 


•s^^asnqoBSSBK 


V)OV)OinOOOiov)Ov>OioOV)OOOOOV)V)V)V) 


'pwBiAjiBn 


OOv>OOOOOOOOOOV)V>Ov)OOOOV)V)V)V) 


•amBK 


W)000io000»0»o0»o»o00io00000in0w)»n 


"BtrBtsjno^ 


OOOio«oOioioOOV)OOV)OOOOV)Ov)W>OOv> 


•Aapmua^ 


OOOiO«oOOOOOiOOOOOOOiOOtoOOOOO 
ncoci(oeieieir<r«c4rocie«cieiC4C«cir<cie<«<cin»«) 


•SBSUB3 


OinOOOto>/)to>/)OioOOOOOOOtoOOOOOio 
Cicieitocicicincieictcinc^nfiMconconndMM 


•BAIOI 


OOOOOioiot/)ioO>/)OOOOOinOioinOOOOv> 
«tro<i««}<iM«ciMr<Mne«ci(«(ic«rociC4Cincinc« 


"BIXBipni 


OOOioioOOOOOOOOOOOOwiOOOOOOO 
ciroeico<«cir«c«cic4i«}cici(«(«cin(«(«(«(«cinc«i«i 


•siounii 


OOOw>Ov>OOOOOOOOOOOv>OioOOOOO 
ncociro<«cinnc«M(»)c«(«c«c<e<(«e<e<ci(«cinni«i 


•oqBpi 


S8 




5 f 




v>0 O O 


««0 G 
O WJO 


OV)w>iotoOOOtnOiAOO 


"BtaJO^Q 


8S 


o o o O O 

■^ fO « « « « 


oooootoovtovtoom 


•BpUOl^ 


000O0v)in000000>/)V)O0iO0>OV)v>000 


•Biqumioo^sia 


Ov>ioOOOOOOOOOOV)inOioOOOO>/)inv>v) 


•axBAiBiaa 


00>oOOOOOioOOOO>oioOioOOOO>/)v>iow) 


':^n3fP3inxoo 


iAOu)OOOOOv>OOioOioinOOOOOOtnv)ioV) 


•opwojoo 


u)U)OV)OOOOOOOOioOOV)V)ioOV)v>Oi/)00 


•BnuojnBO 


OOv)OV)OOOOOiO><^«oOOu)t/)OOOV)V)v>iov) 


•SB8ire3IJV 


OV)0>oOV)v>u)OOOOOOOOOOiot/)00000 
(««(«ro<«e«(««tc«c«ronMcicicie<foc«cie<c«c«c««) 


'Baozuy 


OOiOOtOOOmOOOOOOvtOOOOOViOiOOtO 
ro« « « « '♦^w)«o»o«*>«o«*>toci to **i ^ ■^ ■^ tn **> e* *n**> 


•BnreqBiv 


OOOOv)V)OOOOtoOOOOOOiOOioOtf)OOV) 
e<foe<'^ncic«ci«t<irociMc«e<cic4C«e<ci«<c«c«c«(o 


^1 


< 


■1 


t 


I 


i 


J 


3 


^ 




1 


^ 


1 

2 


5 


1 


1 


1 


> 


•J 


J 


S 


1 


■1 


1 


I 


i 


1 




^ 


1 « 


- 


■>'< 


r V 


»« 


^ 


•oo 





^0 


1- 


(1 


H 


5'^ 

1- 


•u 


1^ 




•oc 





^g 


«1 


•<< 




5^ 


'» 
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OOv>ioioioi/)OOOioOtoOOOOmtnioioOOO 


OtoOiov)w>OioOOOv>ioOioOOOOOOOO 




Ov>ioiov>iotf>OOOOV)ioioOOu)V)inv)0000 


OioOOOOOv>OinOOOOv>OioOOOOOO 




OOOOmOOOOOOOOOOtnOOOOOOmv) 


V)000iO0000iO0000000V)00000 



10 


OOOOiOOOOOOOOOV)Ov>w)OOOOv)iov) 


V)>/)OV)V)Ov)OOOOioOOV)OOOOv)OioOio 


Ov>>/)OioOOv)OOOOv>Ou)OV)OiOOOOO 


CI 


000in0iOV)0000V)0V)000iO0iOU)000 


OOv)ioioiniooooov>ioiooooiniov)iooo 





OV)OOv)OOioOOtoOOOOOU)000000 




0iou)0v)00000«o0V)0000tov)0v>00 



CI 


V)U)OOioOOiOtoOOOOOOV)OOOOOioOO 
« « '^^ci ^^« totow ^^t»o«o«oci ^^« f*>c*)« 


V)0io0OiO0O00O0>/)0i/)00v>><^00000 


V)OioioOmOOOioOOinOOOOioinOOO>r>0 


lOOOOioOOOOioOOOOOOOtoOOOOOO 


vtooomoooooooooooomoooooo 



Oioinooooiniooin0io00inoov)00io>/)0 
C«ciforoc««orocic«c<ie«i«}roro(ici(ir<(0(0(«><icici 


OOOOinOOOOOOOOOiOioOOOOOO>/)>/) 
*O«"<t"<t«Tr-*f»>'*t0C1-*'<t'*»OfO«OC1'«--*M'*tOC1 


OV)ioioiou)0>/)OOioinv)Ow>OOioioiO«oOOin 
c««}C«eir<cic«ctnc<ii»)Ci(icic«c«(«(icicir>)Ctc>ir« 


Ov)OOOOioinio>/)OOOiniOOV)OOv)OtoO>/) 


00>/)0iOV)0000d0io0in000i000000 
c<rt-cine«ctci«oc<iNrt-c«c>)M(inc«i«}(«ci5rcicifo 
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omv)V)OOOOOOOOinOO>oiOtf)0«oioOv)OOOW) 


*n|siioos|Ai. 


000«oio»oOO»oOOOOOOOO«ooioOOOO»oO»2 


•BpnaiiAAi. 


o»ooo»oooooo»oooooo«/>««ooooooooo 

wro«-*««««««ro««««««««aei«e««c*)«'* 


•no^JSniqsB^ 


OOioOOOOOOOO»oO>«»000000000««000 


•BfniajiA 
'^nonuaA 


O«0i«0000000000»0«o0»o0000««0i0i«w>0 


»/^0>«0»oOOO«o»oO«nO>«0««00000«oO«oioOO 


•qB^n 


00«oOO«n»o»oi«««0»oO«o«/>000»oOO«rtO»«000 


•SBxax 

*99SS3inX3X 


0«00000000000«oOO«oO«nOO»0«oOOOO»A 


000«0»0««0000«oOOOOOO««0>«000000»0 


•Bunoreo -s 


inio»ow>00000»000000««»«000«/>0«o0i«0i0 


0»oOOOOOOOOOOO«o«nOO»«OOOv;00»«»oO 


•pnBisi apoira 


«/>0»«0««000«0«oO«oO«oO>«00000«««o««000 


*BfaBAiAsini3<i 


00««0000000000>«»00«oOOOO»/>««OvnoO 


*1X099J0 


00>«0»nOOOOOO>«»nOOOOOOOOOO«oOOO 




o«oooooo»/i««ooooooooo««o««oooooo 


•oiqo 


o»ooo»oooooo>«ooooooooooooooov> 


•B^03[Ba N 


0«/:»/^0i«00000»/^0»«00»«0000»O0i«0000 


•BUHOJBOK 


0»«00000000000»o»oO»«0000>«0»«««««0 


•ilJOA A^aN 


i«0««00000>«»oOOO»«»oOOOOOOi«»o»oi«»rtO 


aDp»K ^3N 




*A3Sjar ^^N 


00»oOOOOO»oOOOO»«»«0«oOOOO»n«o»«i«>«0 


•MiqsdinBH N 


u>0»«0»/^OOOi««nO»«0»OOi«OOOOOv>0»«V)00 


•BpBA»M 


OiOtoOv>0 0000»oir)v>00«o»«000>«»«»oOi«00 


•BapBjqaM 


O0000»o»ov>««»o«n0000pv>0w>00000»«00 


'vmnnoff 




II 
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Telephone service. — Charges for local or long-distance telephone 
messages on public business will be allowed, provided a statement 
is furnished as to the person and place commtmicated with and the 
time occupied if it exceeds the minimum. When the long-distance 
telephone is used, a subvoucher must be furnished except when an 
automatic pay station has been used, in which case expense vouchers 
should contain a statement to that effect. 

Vouohers for Traveling Ezpexues. 

Staiement of travel accounts. — Every ofl&cer or other person 
traveling imder orders will keep a memorandum of the expenditures 
allowed, noting each item as soon as the expendittire is made, and 
will certify upon honor that the account is correct and just; that the 
detailed items charged therein are taken and verified from a memo- 
randum kept by him; that he has performed the journey under orders 
with all practicable dispatch, by the route usually traveled, in the 
customary manner; that he has not been furnished with trans- 
portation, or money in lieu thereof, for any part of the journey 
therein charged for; that these expenditures, made from his own 
private funds, were incident to authorized travel or were caused by 
urgent public necessity while in the discharge of his oflBlcial duties; 
that where properly itemized subvouchers are not attached to the 
certificate it was impracticable to procure them; and that payment 
for the items included in the account has not been received. If 
travel is by stage, carriage, or motor vehicle the number of miles 
should be stated. 

Memorandum of account. — Memorandum books for itemizing 
monthly traveling expenses will be furnished on requisition. Each 
employee who has an appointment from the Secretary must submit 
his own subvoucher accounts and must not include the expenses of 
any other such appointee. Expenditures should be stated in chron- 
ologic order and with reference by numbers to the subvouchers 
attached. All vouchers should be written in ink or typewritten and 
should be signed in ink. The memorandum copy may be a carbon 
or other legible copy. 

Forms used. — All ofl&dal expenses, such as (a) railroad and other 
fare, hotel bills, where additional compensation in lieu of subsistence 
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is not allowed, expenses incurred on behalf of assistants, purchases 
of supplies and expendable field material, emergency repairs, etc., 
incurrwi on field journeys, (6) services of less than a week's duration 
where immediate payment is necessary, and (c) all other expenses 
of similar kind which may be made in emergency and not because 
of desire or convenience shotdd be accounted for on traveling and 
miscellaneous vouchers (Form 9-016), and each item in excess of $1, 
except items for personal transportation by common carriers and 
meals en route, must be supported by subvouchers (Form 9-019). 

The traveling and miscellaneous expense vouchers should be used 
by party chiefs to include all miscellaneous items of party expendi- 
ture, including traveling expenses not covered by per diem. An 
employee working alone may use it for services also. It should be 
supported by subvouchers when necessary for items of expenditure 
amounting to more than $1. Only such items of miscellaneous 
expendittire as it is perfectly evident were incidental to travel, or 
were made in emergency of such nature as to require payment from 
private funds in the interest of the economical transaction of public 
business, should be included on this voucher. 

Subvouchers. — Subvouchers (Form 9-019) are to be used only in 
connection with main vouchers; never as main or independent 
vouchers. 

Under no circumstances must a subvoucher be signed before the 
amount in words is written in the receipt. Each chief of party will 
be held strictly responsible for the enforcement of this rule. 

Complete copies of telegrams must accompany vouchers and may 

serve as subvouchers, but only Government rates will be allowed for 

telegraphic service. 

TRAirSPORTATIOZr. 

Passenger. 

Transportation requests. — ^Transportation requests will be pro- 
vided for the use of all persons authorized to travel on official busi- 
ness, such requests to be presented by the traveler to the proper 
railroad or Pullman officials in exchange for regular passenger 
tickets. The use of transportation requests is recommended for 
all travel for distances of 100 miles or more. 
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The following instructkrtis are to be compKed with in filling out 
transportation requests: 

1. All blank spaces should be filled in ink except as noted in 
paragraph 7, 

2. Requests should not be used for journeys of less than 100 miles 
except on the bond-aided portion of the central branch of the Union 
Pacific Railroad, from Atchison to Waterville, Kans. (Missouri 
Pacific Railway system), where the use of transportation requests 
is compulsory for all journeys. 

3. But one request should be used for a single journey and a 
through ticket should be obtained from starting povrU to destmaiion. If 
more than one request is used and the sum of the local fares is more 
than the through rate, the difference will be deducted from the 
account unless a stop-over exceeding the time Hmit of a through 
ticket is contemplated in the travel order. 

4. Chiefs of party will be held liable for disallowances on account 
of transportation requests issued by them and used by th«r assist- 
ants. 

5. If tickets are issued to more than one person On (me request , 
it is absolutely necessary to name all the persons. 

6. The date on which the ticket was issued must be inserted. 

7. When there is tmcertainty as to the appropriation to which 
the journey is to be charged, the space provided for this entry 
shoidd be left blank. 

8. After being properly executed, the transportation request 
should be presented to the local railroad agent and a ticket procured 
in exchange therefor. When opportunity is not afforded to obtain 
a ticket at a station, the request may be presented to the cotiductor 
of the train. 

9. The coupons of all issued transportation requests should be 
completely filled out, including the amount of fare, and transmitted 
immediately to the branch under the supervision of which the 
employee is traveling. 

10. Transportation requests must not be used for private joiuneys. 

11. When sleeping-car accommodations are obtained the request 
must show on face and stub whether the berth used was an upper 
or a lower. 
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Mileage books, — Mileage books may be procured « by e^hstfigi^ 
transportation requests tberefor^ but only wh^ertb^ railroads seUai 
straight mileage ticket that is transferable, Transportation Feqiiest» - 
should not be used for the nontransferable aUhoughi interchangeable 
mileage ticket in connection with which the railroad company 
makes a reftmd of money on the original purchase price. However, 
members of the Survey may purchase the nontransferable inter- 
changeable form of mileage ticket on their own responsibility, out 
of their personal ftmds, to be reimbursed according to the mileage 
used in making official journeys. When a mileage book is procured 
on a transportation request, the fact must be immediately reported, 
to the branch. The report must give the number of the transporter 
tion request exchanged, the name of the railroad issuing the book, 
the number of the book and the number of miles contained therein, 
the cost of the book, and all other information necessary to a com- 
plete record of the transaction. Each mileage book will, be charged 
to the employee in whose name it is issued; he will be held strictly 
accountable for its proper use and for the correctness of the number 
of miles detached for travel between different points. An employee 
must make full adjustment for a mileage book as soon as practicable 
after it has been completdy used or its time limit has expired. An 
employee in possession of a mileage book at the time of his separa- 
tion from the Survey or relief from traveling duty must settle his 
accountability therefor before final payment of his salajy wiU be 
made. 

Cash payments. — When for any reason it is not practicable to use 
transportation requests and when no part of the journey is to be 
made over the bond-aided portion of a railroad, cash payment may 
be made for a ticket and included in an accotmt. 

Freight. 

Preparation for shipment. — Articles should be prepared for ship- 
ment in such a way that the lowest available rate may be obtained. 
However, if the character and value of the supplies justify the pay- 
ment of a higher rate in return for the greater protection afforded 
them while in transit, they may be packed accordingly. 

So far as practicable, articles different in kind, unless they take 
the same rating, should not be shipped in the same package unless 
56720—11 7 
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such shipment does not increase the cost. Attention is called to 
the fact that when two or more articles, each of which takes a differ- 
ent classification or rating, are shipped in the same package the 
entire package will be charged for by the carrier at the highest 
classification or rating applicable to any part of its contents. 

Articles should be shipped **K. D." (knocked down; that is, taken 
apart and shipped flat or in compact form) whenever practicable, as 
they are entitled to lower rates in that form than when shipped 
"S. U." (set up). In connection with this point reference should 
be made to the regular classification sheets of the railroad compa- 
nies, exceptions thereto, and tariffs, which are on file with the rail- 
road freight agents. In making large shipments advantage should 
be taken of carload rates whenever any interest of the Government 
is served thereby. 

In preparing freight for shipment care should be exercised to see 
that when practicable no single package exceeds in gross weight the 
number of pounds which can be conveniently handled by the car- 
riers, including draymen and freighters. 

To avoid the payment of minimum charges, whenever practicable 
a very light package should not be shipped alone on a bill of lading. 

Each package, bundle, or piece of less than carload freight must 
be plainly marked to show definitely the consignee and the desti- 
nation, in order to insure proper delivery even if separated from the 
carrier's waybill. Labels and tags are provided for this purpose. 

All consignments must be weighed before being shipped and the 
gross weights stated on the bill of lading. 

Shipping orders. — A shipping order, to be signed by the consignor 
and corresponding with the bill of lading except that the certificates 
of the consignor and consignee are omitted, is provided with the bill 
of lading to be furnished the initial carrier, to enable it to waybill 
the freight properly. 

Bills of lading, — Shipment by rail of all freight on which the Gov- 
ernment is to pay the transportation charges should be made on 
the Government bill of lading, Form 9-060. The function of a Gov- 
ernment bill of lading is to avoid prepayment of charges by the 
shipper and to insure the regular tariff rates and proper deductions 
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therefrom when the shipment is made in whole or in part over a 
land-grant road. 

Shippers and disbursing officers of the Survey are cautioned not 
to make payments to bond-aided roads, either before or after the 
completion of the transportation, except as authorized on page 100. 

Shippers will be held personally responsible for excess charges 
resulting from failure to use a Government bill of lading. 

Shipments by water may be made on the bill of lading custom- 
arily used by the transportation company, or on the regular Gov- 
ernment bill of lading, with an additional clause showing that the 
usual conditions of the marine bill of the company shd.ll apply. 

If the regular rates of a carrier by water do not include marine 
insurance, none can be legally paid for by the Government unless 
specific appropriation has been made for it. 

In general the printed instructions on the reverse of the pre- 
scribed form (9-060) should be carefully observed. If a bill of lad- 
ing is issued to cover a shipment from one pK)int to another not its 
final destination, or if it is necessary to forward a shipment to a new 
destination, the bill shotdd be accomplished and surrendered at the 
original destination and a new bill of lading issued to cover the 
additional distance. 

Bills of lading for shipments to Washington, D. C, should be 
promptly mailed to the Director. 

For shipments originating on the Great Northern Railway Com- 
pany's line destined to points on a connecting river steamboat line 
two bills ot lading should be issued, one covering the haul by rail 
and the other covering the haul by water. Both bills shotdd be 
forwarded to the agent of the railway company at the transfer point. 
He will accomplish the bill for the shipment from the point of origin 
to the point where the shipment leaves the railway for the boat, 
procure the signature of the water carrier's agent to the second bill 
of lading, and forward it to the consignee For shipments origi- 
nating at river points and destined to points on the Great Northern 
Railway the reverse procedure should be followed. 

As railroads decline to accept transfer of Government shipments, 
especially from their western connections, tmless such shipments 
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are fully prepaid or else covered by a Government bill of lading, 
it is important that all shipments bear the number of the Govern- 
ment bill of lading. This tends to prevent d elays at transfer points. 

When shipments by freight or express start at a railway point 
and terminate at a stage point, the consignor, to facilitate the 
accounting, may indorse the bill of lading ''All charges cm this bill 
of lading payable to initial carrier;" The initial ccu-rier will then 
pay the necessary advance charges to the final carrier or carriers 
and mark the shipment " Prepaid." The consignee will accomplish 
the bill of lading at destination and forward it to the agent of the 
initial carrier at the transfer point. The initial carrier will then 
collect the total amotmt from the Treasiuy Department in the 
usual manner. 

Routing is to be shown on the bill of lading only when some 
substantial interest of the Government is subserved thereby. 

Shipments of domestic live stock should be made under the rail- 
road's "uniform live stock contract," a copy of which should be 
attached to the bill of lading. 

When articles are purchased by a member of the Survey to be 
delivered by the vendor for transportation at the expense of the 
Government, the purchaser shall prepare, so far as he can with the 
information at hand, a bill of lading, memorandum bill of lading 
(if required), and shipping order, and forward them to the vender, 
who will complete them as the representative of the consignor, have 
them executed by the agent of the initial carrier, and dispose of 
them as directed by the purchasing officer. 

If deemed more practicable, Government supplies, properly pre- 
pared for transportation, may be turned over to the Quartermas- 
ter's Department of the U. S. Army for shipment; this depart- 
ment will arrange for the issuance of the bill of lading and its trans- 
mission to the consignee, etc. (Stat. L., vol. 23, p. iii). 

Charges may be prepaid by the dealer on freight shipments when 
no part of the route is over any land-grant or bond-aided road (see 
pp. 103-105), and on shipments by express or in any other way if 
prepayment is necessary to insure delivery to the consignee; and 
in such cases the dealer's invoice should show separately the ptu:- 
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i^ase price and the transportation charges, with the carrier's rec^t 
attadied in support of the latter item. 

When a confidgnment is ready for delivery to the initial oamer, 
the shipping order, the bill of lading, and the memorandum bill of 
lading, if used, must be deliyered to the carrier's agent, who will 
retain .the shippii^ order, receipt the bill of lading and memorandum 
copy, ajMl return them to the consignor. The consignor must for- 
ward the bill of lading direct to the consignee and dispose of the 
memorandum copy in accordance with the instructions on the 
reverse thereof. 

If the consignee has the bill of lading in his possession and is noti- 
fied of the arrival of the goods shipped thereon, he ^ould procure the 
releafie of the goods to himself, or his representative, by accompli^- 
ing the bill and delivering it to the carrier. 

If through mistake or lack of information on the part of the ship- 
per the goods have been shipped on a commercial l»ll, the con»g««e 
may execute a regular Government bill of lading so far as practi- 
cable (a forced bill), attach it to the commercial bill, and deliver 
them to the carrier in exchange for the goods. 

When a consignee receives freight from the delivering line, he 
should examine the shipment before receipting for it. If it is not 
complete and in apparent good order, any shortage or damage fotmd 
shotdd be noted in the proper place on the bill of lading over the 
signature of the consignee and if practicable that of the local freight 
agent; otherwise a clear receipt should be given to the last carrier 
by the consignee in his certificate, and the bill of lading shotdd be 
surrendered to the delivering line. 

All Government bills of kuHng are forwarded to the Tneasury 
Department for settlement. For emergency ^pments or when 
Government bills of lading are not used, subvouchers or iiegular 
fotight receipts accompanied by exi^anatory :statements must is 
takan for the freight charges, and these will be paid in the mstial 
way by the disbursing officers of the Survey, subject to disallow- 
anoes lor any overcharges or fen: ^pments over land'^gnant roads. 

Il>he transportaticm companies will be charged witii the value :of 
aich suppties as may have been ^t or damaged in tran^t, in 
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accordance with the consignee's report on the bill of lading. No 
deduction should be made for a reasonable amount of shrinkage 
resulting from causes beyond the control of the carrier. 

Storage and demurrage. — Storage charges on Government sup- 
plies are proper when less than carload shipments are left in the 
possession of the carrier for a longer period than the free time 
allowance, after due notice of their arrival has been given. 

The transportation companies will load and unload less than 
carload freight, but will require the consignor and consignee, re- 
spectively, to load and unload carload freight. The companies 
reserve the right, however, to load and unload carload freight after 
the free time for loading or unloading has expired, and for this 
service will assess their regular published loading or unloading 
charges. 

Storage and demurrage charges are reckoned from the date 
when the notice of arrival of the freight is sent to the consignee, 
not from the date when the notice is received by him. They cease 
on the date when the supplies are removed or the car is released. 
Charges are made for this period, less the free time allowance and 
all Sundays and legal holidays. 

Storage and demurrage charges will be paid by the proper officer 
on receipt of a voucher in correct form, which shows the date the 
supplies were received and stored, or the car placed, and the date 
the supplies were removed from storage or the car released. This 
information should be indorsed on the bill of lading and be prop- 
erly authenticated by the consignee, or by the consignor when 
• demurrage accrues during process of loading. Such charges may 
properly be included in the transportation charges, but must be 
separately itemized. 

When a consignee is notified by the transportation company 
that freight is at destination, he shotdd procure its release and 
removal without unnecessary delay, in order to avoid the assess- 
ment of storage and demurrage charges. 

Land-gratU roMroads. — Shipments of freight should if possible be 
made over free land-grant railroads. The land-grant and bond- 
aided railroads in the United States are listed in the following table: 
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Expreii. 

Use, — Shipments by express should be made only when they best 
serve the interests of the Government. Packages weighing more 
than 4 pounds should be forwarded by express, in order to relieve 
the mails. • 

Bills of lading. — With the exceptions and modifications stated 
below, the rules referring to freight shipments apply also to ship- 
ments by express. 

1. No land grant or bond aid has been extended to any express 
company; consequently all provisions relating to land-grant or bond- 
aided railroads are inapplicable to express companies. 

2. When the shipment consists of more than one piece the exact 
weight of each piece should be given on the bill of lading, for in col- 
lective shipments each piece weighing less than 20 pounds is charged 
for as weighing 20 pounds. 

3. When instruments are shipped by express they should be 
packed in an outer box or case. If shipped in the original box or 

: case, three times the ordinary express rate will be charged by the 
carrier. 

4. A temporary receipt may be given to the carrier in exchange 
for the goods, such receipt to be held until the bill of lading can be 
regularly accompUshed and delivered to the last carrier. 

5. Valuations of a single package in excess of $50 must not be 
made. If express agents decline to accept Government bills of lading 
their attention should be called to the instructions from the com- 
panies' general offices, as indicated below : 

Adams: Official Gazette, November 15, 1906. 

American: Tariff Circular 109, supplemented May z. 1908. 

Globe: Instructions on Government bills of lading. 

Great Northern: General Circular 83, paragraph J. 

National: Same as American. 

Pacific: Same as Globe. 

Southern: Tariff Circular B27, paragraph s, April 10, 1908. 

United States: Tariff Circular 117, July i, 1906. 

Wells Fargo: Tariff Circular Ba?, April 10, 1908. 
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PUBCHASBS. 

Authority. 

All purchases are made under the law (Rev. Stat., sec. 3709), as 
oUows: 

All purchases and contracts for supplies or services in any of the departments 
of the Government, except for personal services, shall be made by advertising a 
sufficient time previously for proposals respecting the same, when the public 
exigencies do not require the immediate delivery of the articles, or performance 
of the service. When immediate delivery or performance is required by the 
public exigency, the articles or service required may be procured by open pur- 
chase or contract, at the places and in the manner in which such articles are 
usually bought and sold, or such services engaged, between individuals. 

Purchase! iu WasUnrton. 

All purchases in Washington must be made by the executive 
division through the purchasing agent of the Survey on requisition 
by the individual, approved by the proper administrative ofl&cer, the 
voucher to be paid by the chief disbursing clerk. In these purchases 
prior consideration is given to existing contracts which are made 
annually for such articles as may be repeatedly required. 

Purchasei iu the Field. 

Field purchases are made direct, at or near the place where delivery 
is required. In conformity with law (Rev. Stat., sec. 3709), "propo- 
sals (Forms 9-947f and 9-947g) are sent to dealers, and on receipt of 
replies the best offer is selected and the proposal is filed with the 
voucher when transmitted for payment. If it is impossible or 
impracticable to obtain formal proposals, adequate reasons for the 
purchase may be assigned, such as those listed on the voucher form. 
(See p. 109.) 

Advertisiug. 

Advertising is necessary before expense may be incurred to pro- 
cure any article or any nonpersonal service, except when the public 
exigencies require the immediate delivery of the article or perform- 
ance of the service, but the following provision of law (Rev. Stat, 
sec. 3828) should be noted : 
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No advertisement, notice, or proposal for any executive department of the 
Government, or for any bureau thereof, or for any office therewith connected, 
shall be published in any newspaper whatever except in pursuance of a written 
authority for such publication from the head of such depcurtsieat; and no bill 
for any such advertising or publication shall be paid unless there be presented, 
with such bill, a copy of such written authority. 

Adverting may be accomplished by distributii^ dxcalsas or hand- 
bills, "by posting notices, by sending letters or telegrams to posi^bie 
bidders, or, if there is not time for any of these methods, by persondl 
inquiry and by telephone. The method or methods to be followed 
should be determined by considering the importance and value of 
the profposed purchase or contract, the location of probable bidders, 
and the time that will be required to advertise and to receive pro- 
posals. It will often be most advantageous to use circulars, and 
notices -should be posted in public places whenever circulars are 
used. 

The dmration of advertising is not fixed. It should cover a period 
8u£&etently long to allow possible bidders to consider fully the speci- 
fications and their ability to perform the contract if awarded to them. 

The advertisement should contain full information on the follow- 
ing matters, or show where it can be procured: Specifications in 
detail as to the articles to be furnished or the work to be done; the 
place at which delivery or performance is required ; the period within 
whicb proposals will be received; if bidders are invited to be pres- 
ent, the time when the bids will be opened and considered; and 
the address to which proposals should be sent. 

On the hack of the purchase vouchers (Forms 9-006 and 9-008) 
the ioUowing f orm is printed, and this must be filled out at the time 
the voudser is prepared: 

Mbthod op or Abssncb op Advbrtising. 

[Sec. 3709 of the Revised Statutes.] 

I After adrertisinff in newspapers. 

a. After toivtxtimma by circular letters sent to 

dealers, and by naiie^s poaied in ptMic places. 

3. Without advertising, under an exigency of the service which existed prior 
to the order and wotdd not admit of the delay incident to advertising. 
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4. Without advertising, it being impracticable to stonre competltioa tbtis 
because of * 

Competition secured by 

(State manner.) 



*Amon? the reasons which may be assigned as making competition by adrerMslBg' 
impracticable (section 4 on this fold) are the following: 

(a) Under a formal contract for construction, there arises a neeaseity for adtitional 
work practicable of performance only by the contractor. 

(b) The articles wanted are patented or copyrighted and not on sale by dealers,. but- by 
the owners of the patent or copyright or their agents or assigns alone, at a flxed and uni- 
form price. 

(o) There is only one dealer within a practicable distance from whom the articles can be 
obtained. 

(d) Prices or rates are fixed by legislation, either federal, state, or m«Blofpal; or by 
competent regulation. 

(e) Previous advertising for the identical purchase has been followed hy tberreeeipt <MB 
no proposals or only of such as were unreasonable, and under circumstances inHina^H^y 
that further advertising would not alter results. 

Form op Agrbbmbnt. 
[Sec. S744 of the Revised Statutes.] 

A. Under formal contract dated ,191 

B« Under written proposal and acceptance filed 

(If with this voucher, so state; if not, indicate where.) 

C. Under less formal agreement 

(State character.) 

and upon. 

immediate delivery of the articles or performance of the service. 

The following example of a suspension by the Auditor for the In- 
terior Department shows the necessity for giving the information 
required above: 

Credit for the payments shown by the following vottchers is suspended for a 
showing of the reasons for not advertising for proposals and enteriiHE itxtor coo* 
tracts in accordance with the requirements of law (Rev. Stat., sec 3709): 

Vo. No. 46. Robt. Reichardt, provisions $3a> ^3 

199* H. H. Babcock Co., May 33, 1906 

buggy top, etc a3. 50 

47* z83, 338, and 339. Cedar Sheep As- 
sociation, provisions March 13 

and June 13, 1906 333.86 

1470-59 
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In sncfa cases as 46 and 47 one of the following procedures should be followed: 
(i) A circular letter should be sent dealers to secure informal competitive quo- 
tations, where practicable, and this fact be stated on vouchers; (a) a statement 
should be made (a) that purchase was secured on noncompetitive quotation, it 
being impracticable to secure competitive quotation because there was only one 
dealer, or (6) because only one dealer would give credit pending transmittal of 
vouchers for direct payment, or (c) for other similar reasons; (3) a statement 
should be made that articles were secured on noncompetitive quotation without 
advertising, because of exigency of the service which would not admit of the 
delay incident to advertising. 

Section 3709 provides for competition prior to purchase when no public exi- 
gency exists requiring immediate delivery: that is, it directs that proposals 
for supplies shall be issued. Practically all of the field purchases of the Geo- 
logical Survey are such that the second step, the making of a formal contract 
for future delivery, is rarely necessary in accordance with ruling of the Comp- 
troller that agreements on which nothing remains to be done — that is, which 
are completed on conclusion of agreement, need not be reduced to writing, but 
may be by oral agreement or written proposal and acceptance. Immediate 
payment should be made for each such purchase, the word "immediate" to 
be interpreted in a reasonable manner — [as meaning,] say, within one month. 
Each purchase of the kind suspended above is for immediate delivery and 
should be, therefore, without written contract, though on written proposals 
where practicable. 

Vouchers for Purchases, etc. 

The vouchers (Forms 9-006 short; 9-008 long) and the subvoucher 
(Form 9-019) for purchases and services other than personal are used 
for purchases and miscellaneous expenditures including rent, storage, 
freight, expressage, services by the day or job on contract work, and 
telegraph or telephone charges. When any of the above obligations 
are settled by cash payments, subvouchers should be taken and the 
returns made on the traveling and miscellaneous expense voucher 
(Form 9-016). 

Each item or purchase must show the date of purchase, the num- 
ber of units, the kind of unit, and the price or rate per unit, as well 
as the total cost. If a piece of work is done as a job, it is sufl&cient 
so to state. 

The piurchase or hire of property belonging to employees is pro- 
hibited, but a man may be hired in connection with his horses, wag- 
ons, or other property, the whole being covered under one agreement 
and accounted for by a single voucher. When the material hired is 
merely accessory to the services of the employee, as when an artisan 
is hired with his tools, or a surveyor with his instruments, a service 
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voucher shotild be used. When the services of the person are acces- 
sory to the use of the material, as when a driver accompanies a hired 
team, the voucher is for hire of property with mention of the per- 
sonal service and person rendering it, and the voucher for purchases 
and services other than personal should be used. 

Whenever the amount of a payment depends on a period of time, 
as for subsistence or forage by the day, storage, rent of buildings 
or material, the limiting dates must be included in the voucher. 

Full descriptions, including age, height, weight, color, sex, brands, 
etc., must accompany vouchers for the purchase of animals. 

BEITTALS. 
Bnlldlnfft, OffiOM, etc. 

No building or office shall be rented in Washington, D. C, unless 
specific appropriation for the payment of the rent thereof shall have 
been made in terms by Congress. Repairs on a building in Wash- 
ington, D. C, shall not be made except specific appropriation there- 
for or for the rent of the building, including repairs, shall have first 
been made by Congress. 

No building, office, or land outside of Washington, D. C, for 
which the annual rental exceeds $i,ooo, shall be rented or leased 
for Government use unless the agreement therefor be in writing and 
approved by the Secretary. All such leases will be considered formal 
instruments. 

Any building, office, or land, the annual rental of which does not 
exceed $i,ooo, may be leased or rented by making an informal 
written agreement therefor in accordance with the procedure out- 
lined under "Contracts** (p. 112). A copy of every lease must be 
filed with the Auditor for the Interior Department with the voucher 
making payment thereunder, or before, the voucher is presented. 

Storage, Pasturage, etc. 

Any agreement for the custody of Government property that is 
intrusted to anyone not employed by the Geological Survey should 
be in writing and shotdd set forth the particular kind of care and 
attention to be given to the property by the custodian and the 
extent of his responsibility in case of loss. 
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Storage and pasturage accounts for fractional pacts ot nmoih^M^ 

the rate charged is monthly, should be computed on: thi»:basss o§ tht 

actual number of days in such months^ uslesft otherwise specaefiedin 

the agreement. 

Telephone. 

When authorized, regular telephone service shoukl be^ pf^vided 
for by the execution of the company's usual contract at ratesinot 
to exceed the regular rates, the original contract to aoeompaoy the. 
first voucher presented for payment under it. 

Water, Qai, Eleotricity, and Heat. 

When water, gas, electricity, and heat are not furnished directly by 
the Government, and are not supplied as a part of the equipment of 
a rented building, written contract for such as are required must be 
made. If the total annual expense to be inciured will not exceed. 
$i,ooo, the contract may be made informally, in accordance with 
the procedure outlined on page 113, and transmitted with the first 
voucher making payment for the service. 

Vouchers for Rentals, etc. 

In submitting accoimts for rentals, as noted above, the purchase 
voucher (Forms 9-006 and 9-008) should be used. 

CONTBACTS. 
Authority. 

The mode of preparing contracts involving large expenditures^ is 
prescribed in the following paragraph (Rev. Stat., sec. 3744): 

It shall be the duty of the Secretary of War, of the Secretary of the Navy* 
and of the Secretary of the Interior to cause and require every contract made 
by them severally on behalf of the Government, or by their ofiScers under them 
appointed to make such contracts, to be reduced to writing and signed by the 
contracting parties with their names at the end thereof; a copy of which shall 
be filed by the officer making and signing the contract in the returns office of 
the Department of the Interior, as soon after the contract is made as possiUe, 
and within thirty 'days» together with all bids, offers, and proposals to him made 
by persons to obtain the same, and with a copy of any advertisement he may 
have had published inviting bids, offers, or proposals for the same. All the 
copies and papefB in relation to each contract shall be attached together by a- 
ribbon and seal, and marked by numbers in regular order, according to the 1 
ber of papers composing the whole return. 
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Important formal contracts on behalf of the Survey must not be 
made without specific authority and instructions from the Secretary 
of the Interior, obtained through the Director, and no contract 
iBvohring a payment from public funds may be made in advance 
of their appropriation by Congress. Section 3679 of the Revised 
Statutes reads: 

No DeparUnent of the Government shall expend in any one fiscal year any 
stun in excess of appropriations made by Congress for that fiscal year or iirrolve 
the Government in any contract for the future payment of mcmey in excess of 
such appropriations. 

Less formal agreements, having the force of contracts and involving 
only minor expenditures, shall be entered into by Survey ofl&cers 
whenever the interests of the Government are served thereby. 
Examples of agreements of this type are those providing for pastur- 
age, storage of public property, or livery. The forms used for these 
agreements are: 

Form 9-057. for the pasturage of public animals. 
9-056, for the storage of public property. 
9-947f. for livery, etc., in the field. 
9-947«, for field supplies. 
9-945. for employment on field force. 

Payment in advance of rendition of service is prohibited by 
statute, and employees are cautioned against entering into any con- 
tract or agreement which requires such payment. CcMitracts for 
the performance of a service involving definite time can not legally 
be made to extend beyond the diu'ation of the appropriation under 
which the contract is made. 

If a contract for the delivery of property to the Government is not 
completed in the fiscal year in which it is made, but is completed in 
the next fiscal year, payment must be made from the appropriation 
for the fiscal year in which it is made, and a copy of the contract, if 
written, must accompany the voucher. If the contract is oral, it is 
sufficient to state that fact in the voucher. 
56720 — n 8 
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SALES. 

Sales of public property are not permissible except of publica- 
tions as authorized by law and of property which has become 
unserviceable. 

Publications. — Lists of available publications, together with prices, 
are furnished on application. 

Unserviceable property. — General authority is granted each year 
by the Director for the disposal of worn-out or useless property at 
auction, sales to be made at times and places designated by admin- 
istrative ofl&cers in charge. 

DupUcate inspection reports (Form 9-047) must be prepared, giv- 
ing a complete inventory of all property to be sold, with a state- 
ment as to its condition and the reasons why it should be sold. 

The property must be advertised by posters, for which blanks are 
provided. The posters should be put up in conspicuous places, at 
least forty-eight hours before the sale. All sales must be made for 
cash, and a record must be made of each article sold, including the 
name of the purchaser and the amount received. Articles of little 
value may be sold in lots, but each item in the lot, as well as the price 
for which the lot is sold, must be reported. Inspection and sale 
reports must agree as to the items mentioned. Accounts of auction 
sales must be rendered in duplicate, on Form 9-040, and as soon as 
practicable after the sale these forms must be properly filled out and 
transmitted, with the inspection reports, to the Director, through 
the division or section chief, together with the amount received from 
the sale. 

Public property that is unsalable may be disposed of as indicated 
on the inspection report. 

ADMINISTRATIVE ACCGUITTINO. 
Deflnltioii. 

Administrative accounting consists of the keeping of a record of 
all accounts with annual appropriations, with disbursing agents, and 
with bonded railroads; the making out of all requisitions for funds; 
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the keeping of a classified record of expenditures; the auditing of all 
money accounts; the recording of office payments for all services 
and supplies; and such other work as relates to the money respon- 
sibility of the Survey. 

Chief Disburtiiig Olerk. 

The chief disbursing clerk is in general charge of the fiscal opera- 
tions of the Survey, and special disbursing agents act under his 
general instructions. 

Special Dlsbnnlng Agenti. 

Designaiion. — Special disbursing agents are selected by the Sec- 
retary of the Interior from among ofl&cers of the Survey. The 
designation "special disbursing agent" is given to a person who 
holds another secretarial appointment- The designation does not 
carry with it additional salary. 

Laws, — ^The laws of the United States that regulate the disburs- 
ing of money by its agents are numerous. Disbursing agents are 
required to submit their official accounts to the accounting officers 
of the Treasury, who pass judgment on their legality. The rulings of 
the accounting officers form a body of judicial law supplementary 
to statute law. The entire system of enactments and rulings is so 
voluminous and complex that no successful attempt has been made 
to codify it. There is no comprehensive publication of it, and the 
disbursing agent ordinarily discovers its restrictions, one by one, 
by unknowingly running counter to them and having his errors 
detected by the accounting officers. This is notably the case in the 
Geological Survey, where it is impracticable to send specially trained 
clerks to all points at which money must be expended and where, as 
a matter of economy, the work of disbursement is distributed among 
professional assistants whose attention is engrossed by other duties. 
To reduce the doubts and errors of these assistants to a minimum 
an endeavor is made to present here, for their guidance, a code of 
instructions covering the more important points. For the purpose 
of narrowing the field of these instructions they are more especially 



Digitized by VjOOQIC 



Il6 UNITED STATES GEOLOGICAL SURVEY 

addressed to those members of the Survey who are called on to 
make disbursements at a distance from the central office. 

Relation to the Government. — Disbursing agents of the Survey are 
bonded officers, required to render account of public moneys in- 
trusted to them. 

The relation of the disbursing agent to the Government differs in 
an important respect from that of a private business agent to his 
employer. The private employer is an individual having a per- 
sonal interest in the business transacted and a personal acquaintance 
with his ag^t. The Government is impersonal and can not directly 
supervise the transactions of its agent. The disbursing agent is 
therefore essentially a triistee, and the funds in his charge are trust 
funds; so that it is not without reason that he is required to submit 
to a system of restrictive regulations which in ordinary commercial 
business might be regarded as onerous. The private employer 
assumes the integrity of his agent until the contrary is proved; the 
Government requires its agents to establish the integrity of all their 
transactions. 

Bonds. — Disbursing agents must give bond before they can be 
recognized as such at the Treasury. Forms for bonds, accompanied 
by instructions, are prepared by the Department of the Interior and 
will be furnished by the Director to members of the Survey who are 
appointed disbursing agents. The amount of bond is fixed by the 
Director, with the approval of the Secretary. 

Allotments. — Portions of the funds of the Survey are appropriated 
by law or allotted by the Director for specified purposes and are 
expended under the direction of designated officers. 

Each disbursing agent will open a ledger account with each spe- 
cific allotment, crediting it with all sums assigned to it and charging 
to it all sums disbursed for the purpose specified. He should also 
charge to the allotment all accounts pertaining to the specified pur- 
pose that are paid by others or require future payment by others. 
Chief among these are the cost of transportation of persons on official 
requests and the estimated cost of transportation of freight on bills 
of lading. The balance of this ledger account will indicate the 
unexpended portion of the allotment. 
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Against these allotments must be charged all expenditures what- 
soever pertaining to the work in the period for which the allotment 
is made, including salaries of permanent and temporary employees, 
transportation, expressage, freight, subsistence, and miscellaneous 
expenses. 

It must be understood that the amoimt allotted will cover all 
expenses of the work for which it is made and must under no cir- 
cumstances be exceeded. 

Estimates. — When the disbursing agent has been notified of his 
allottaent, he will address a letter to the Director, giving an estimate 
of the amounts needed by him for a month or other stated period 
and requesting that they be placed to his credit. 

In response to this estimate the Director will ask the Secretary of 
the Interior to make a requisition on the Secretary of the Treasury, 
and drafts will be sent to the indicated assistant treasurers and 
designated depositaries. The recipients of the drafts will then 
notify the disbursing agent that the funds have been placed to his 
credit. 

Identification. — If the signature of the disbursing agent is not on 
file with the assistant treasurer or depositary giving him credit, he 
will need either to present himself with proper introduction and 
leave his signature or else send his signature by mail, properly 
certified by some person whose signature is known. His checks 
will then be honored to the extent of his credit. 

Checks. — Disbursing agents are required to have their funds 
deposited either with (a) the Treasurer of the United States, or (b) 
an assistant treasurer of the United States, or (c) a designated 
depositary, and disbursing agents are not responsible for the loss 
of funds thus deposited. 

They are also required as a rule to make disbursements by checks, 
and are thus relieved of the responsibility involved in the actual 
handling of cash. The Secretary of the Treasury has, however, 
specifically authorized certain disbursing agents to make payments 
in cash, by drawing for this purpose, in advance, by checks payable 
to themselves, a limited amount of money. Up to the present time 
this authority has been granted to each disbursing agent of the 
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Geological Survey. It is a specific and not a general authority. 
It permits the disbursing agent, when the needs of the Survey require, 
to hold in his personal possession public funds to an amount not 
exceeding a fixed sum, and it relieves him of the necessity of 
making each payment by means of a separate check. 

Check books for the use of disbursing agents are issued by the 
Treasury and subtreasuries and depositories of the United States. 
Instructions for their use are pasted inside the cover of each official 
check book. The stub, when properly Ailed, constitutes a complete 
record of the check and also shows the balance remaining to the 
credit of the disbursing agent in the depository. It can be used 
advantageously in making up statements. 

Each check issued by a disbursing agent should state the object 
for which the disbursement is made. 

Checks must not be signed in blank nor antedate the voucher in 
payment of which they are given. 

Checks payable to the bearer should be avoided. 

When one check is used to pay two or more vouchers, this fact 
should be recorded on each voucher by amending its brief to read 
"Paid by part of check No. — ," in place of "Paid by check 
No. — ." 

Lost checks. — If a check should be lost, the payee should immedi- 
ately notify the disbursing office in writing, giving, if possible, the 
date, the number, and the amount of the check, in order that pay- 
ment may be stopped at once by that office. He should then make 
every possible effort to trace the check through postal and other 
channels, and should report the result of his action to the disbursing 
office. If the check is not found when the second report is made, 
the person interested will receive from the Department a blank bond 
of indemnity, for execution and return with an accompanjdng 
affidavit setting forth the circumstances attending the loss of the 
check. After the expiration of six months from the date of the 
original check if for more than $50, or thirty days if for $50 or less, 
a duplicate will be issued. If a check reported as lost is subse- 
quently found, no attempt should be made to cash it until the 
disbursing office has been notified and the person in whose favor it 
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is drawn has been informed that the necessary action to remove 
stoppage of payment has been taken. 

Rendition of accounts. — ^The law requires that all monthly accounts 
must be mailed or otherwise sent by the special disbursing agent to 
the proper officer at Washington within ten days after the end of 
the month to which they relate, and quarterly and other accounts 
within twenty days after the period to which they relate, and must be 
transmitted to and received by the auditors within twenty days of 
their actual receipt at the proper office in Washington in the case of 
monthly accounts, and within sixty days in the case of quarterly and 
other accounts. Should there be any delinquency in this regard 
at the time, of the receipt by the auditor of a requisition for an 
advance of money, he must disapprove the requisition. The require- 
ment of mailing or otherwise sending accoimts within ten or twenty 
days may be relaxed and the delinquency, where there is manifest 
difficulty in compljdng with this requirement, may be waived by 
authority obtained through the Director from the Secretary of the 
Treasury. 

In rendering accounts all vouchers to be submitted must be 

' entered on the regular form of abstract provided (Form 9-023a), 

showing the number, the payee, the amount under each appropriation 

from which payment is made, and the total of the abstract carried to 

the prescribed form of account cturent (Form 9-022a). 

Rendered accounts must also conform with the following require- 
ments of Treasury Circular No. 52, dated July 29, 1907: 

When partial payments are made on account of salaries or wages and claim 
for credit for the same is deferred mitil completed payment for the period has 
been made, the amounts of such partial payments constitute a part of the 
acknowledged balance, and the total of such amounts, together with the facts, 
shall be set out in the analysis of balance provided by the standard form pre- 
scribed by Treasury Department Circular No. 46, dated May 24, 2906. 

The balances acknowledged by disbursing officers and their analsrses thereof 
must actually represent the state of their business at the close of the last day 
for which the accounts are rendered. They must so order their business that 
they may, when called upon to do so, dose their accounts and analyze their 
acknowledged balances. 

All transactions coming within the time covered by an account shall be 
reported therein. No payment or collections not actually made during the 
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pamA of Afi acoonst shall be inohided therein. The provisiona of this par*r 
graph do not apply to partial payments of salaries or waives. * * * 

If disbursing officers do not for any reason receive from their depoataries the 
monthly statements required to be rendered to them by paragraph i6 of this 
eirctdar in time for them to analyze their bcOances in the m&tam omtcimiilated 
fay the stsndard form of account current prescribed by Trsasury Department 
Circular No. 46. dated May 24. 1906, they shall not delay the rendition of their 
accounts so as to make them delinquent, but shall compute their net balances 
ftoTD their check stubs and state that such balances are so computed, together 
With a report of the cause of their failure to compute such balances in the pce- 
flcrxbed manner. 

Bach officer disbursing in part by cash and drawing his official checks to 
obtain cash to make payments shall render with his account current a subsidiary 
cash account, the balance of which should agree or be reconciled with his cash as 
shown by his analysis of balance with his account current. 

General. — ^The name of the disbursing agent who furnishes the 
funds is written in the body of the receipt at the top of the pay roll. 
The certificate at the bottom of the roll is signed by the officer under 
whose direction the services were performed. 

Disbursing officers, before making final settlement with a dis- 
charged employee, should be fiunished with evidence that he has 
turned in all government property in his possession. 

Bookkeeping. 

Appropriations and revenue. — ^The division of disbursements and 
accounts shall keep records of accounts which will show at the close 
of any given period, in detail and by sources, all revenues collected 
and deposited and, under the digest headings fixed by the Treasury 
Department, the amount of each appropriation, the withdrawals 
and disbursements therefrom, the amounts refunded, the total 
obligatiotis tmpaid, and the available balances remasniag in each 
fund. 

Accounts accruing in favor of the Survey for work for other De- 
partments and bureaus will be prepared and submitted with the 
usual letters of authority through the chief disbursing clerk to the 
Treasury Department for settlement by transfers between appro- 
priations. Prompt notice of settlements as they occur, stating the 
appropriations affected and amounts involved, will be furnished to 
the branch concerned. 
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Records of personal accoftmts with all officers designated to dis- 
burse Survey fands shall be kept in the division of di st m iS auien ts 
and accounts, and the items ctf such records, when posted Irotn the 
accounts current as audited atnd submitted to the Treasoiy Depart- 
ment for setttetnent, must show the advances on warrant, the sums 
expen de d or refunded, and the balances on hand. 

A record of requisitions for funds made by the several officers 
authorised to make payments ^all also be kept in the division of 
disbursements and aocotmts, and this record must shcrw by appro- 
priation headings the amounts required in each case. 

Branch and division accounts. — ^The records of allotments and snb- 
aHotments from approx>riations and cooperative funds will be kept 
by the several branch and division bookkeepers. At the end of each 
month an estimate of liabilities outstanding against the appropria- 
tions should be submitted by the branch and division bookkeepers 
to the chief disbursing clerk. 

Property. 

Custodians. — Custodians are designated by the Director to have 
charge of and be responsible for public property. Such property is 
issued for public use to employees of the Survey, who thus become 
responsible for it until it is returned to the custodian. 

Custodians of property are required to carry on their returns 
itemized statements of all nonexpendable articles in their possession, 
with references by number to the vouchers by which such property 
was acquired. Expendable property will not be carried on the 
property returns of custodians. 

Public property which has been condemned, or the issue price of 
which has been reduced by order of the Director, must not be pur- 
chased either directly or indirectly by the custodian or other 
employee who was responsible therefor at the time of condemnation 
or reduction of price. 

Accountability. — ^The certificate of a custodian of property is 
required on each purchase voucher, and by signing this certificate 
he becomes responsible for the property acquired by the purchase. 
The custodian is also accountable for property obtained by requisi- 
tion from the Department of the Interior. 
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Invoices and receipts. — Whenever Survey property is transferred 
from the charge of one custodian to another or to other employees 
of the Survey the transfer must be recorded by means of invoices 
and receipts. The custodian or other employee parting with the 
property must sign an invoice, in duplicate, and give it to the 
employee receiving the property. The receiving custodian or other 
employee must give in retiun a receipt in duplicate (Form 9-139) 
signed by himself. The transaction must appear on the property 
returns rendered by each custodian or other employee. 

Should a custodian or other employee to whom public property 
has been transferred refuse to receipt therefor in the prescribed 
njanner, the invoicing custodian will at once report the facts to the 
Director for appropriate action. 

Copies of all papers relating to the transaction must be filed with 
the returns when rendered. 

Returns. — Each employee, when called upon, must make a report 
of the property or instruments for which he is accountable on the 
form for "Return of property" (Form 9-042). 

Property is acquired by purchase and by transfer. It is parted 
with by transfer, by expenditure, by loss certified by affidavit, and 
after condemnation by authority of the Director, by sale at auction 
or by abandonment, for all of which special forms are provided. 

Public property must not be sold, except at public auction on the 
written authority of the Director. 

When articles classed as nonexpendable have by use become so 
worn or injured as to be unserviceable, authority may be granted to 
sell or abandon them. Each custodian should submit to the 
Director, from time to time, on an inspection report, a list of the 
unserviceable articles in his hands, and the Director will, if he deems 
it proper, authorize the custodian to drop them from his return of 
property or to sell them at pubUc auction. Such authorization, or 
copies of it, should be filed with the return of property. 

Classification. — Any article which endures in service or which 
when in use does not form a part of another article otherwise ac- 
counted for shall be classed as nonexpendable. 
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Any article which is perishable or which is consumed by use or 
which is an essential part of an article otherwise accounted for shall 
be classed as expendable. 

The following lists of nonexpendable articles will afford a useful 
guide in rendering property accounts: 

Nonexpendable property. 
Instruments. 



Alidades. 6-inch sight. 
Alidades, lo-lnch sight. 
Alidades, BuUcine. 
Alidades, 18-inch, telescopic. 
Alidades, 3 5 -inch, telescopic. 
Alidades, z 3-inch, Beaman. 
Aneroids, 3,000 feet. 
Aneroids, 5,000 feet. 
Aneroids. 10,000 feet. 
Aneroids, 13,000 feet. 
Aneroids. 15,000 feet. 
Aneroids, 16,000 feet. 
Chains, 33 feet. 
Chains, 66 feet. 
Chains. 100 feet. 
Chronometers. 
Compasses, box. 
Compasses, box, 4-inch. 
Compasses, clinometer. 
Compasses, declination. 
Compasses, pocket. 
Compasses, prismatic. 
Compasses, Burt solar. 
Drawing instruments, all kinds. 
Glasses, field. 
Heliotropes. 
Lamps, electric. 
Levels, circular. 
Levels, Locke. 
Levels, Y. is-inch. Gurley. 
Levels, Y. 18-inch, Gurley. 



Levels, prism. 

Levels. 

Levels, rod. 

Odometers, Vceder, Type' A. 

Recorders, hand. 

Rods, New York. 

Rods, Philadelphia. 

Rods, lo-foot, yard. 

Rods, 12 -foot, yard. 

Rods, range. 

Rods, 20-foot, 3-ply. 

Scales. 

Tapes, 6-foot, steel. 

Tapes, 2 5 -foot and so-footj metallic. 

Tapes, 33 foot. 

Tapes, 2 5 -foot, steel. 

Tapes, 50-foot, steel. 

Tapes. 100-foot, cloth. 

Tapes, 100-foot, steel. 

Tapes. 300-foot, steel. 

Theodolites. 8-inch, micrometer. 

Transits, astronomical. 

Transits. Gurley Mountain. 

Transits. Gurley. 

Transits. Berger. 

Transits, solar. Young. 

Transits. 

Triangles. 

Tripods, Bumstead. 

Tripods, Johnson. 
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Nonei^endable ^<^^w*>'— Continued. 



MlSCBLI,ANBOUS. 



Alforjas. 

Axes. 

Basins, wash. 

Baskets, pack. 

Bells, assorted. 

Bits, carpenter's. 

Blankets, horse. 

Blankets, saddle (single). 

Boards, wash. 

Boats. 

Boilers, oatmeal, etc. 

Boilers, wash. 

Bowls, assorted. 

Boxes, ice. 

Boxes, mess. 

Boxes, tool. 

Boxes, trunks (stationery). 

Braces, carpenter's. 

Bridles, riding. 

Buckets (pails). 

Candlesticks. 

Canteens. 

Chains, log. 

Chairs. 

Chisels, carpenter's. 

Chisels, cold. 

Choppers, meat (knives). 

Clocks. 

Co£Fee mills. 

Combs, curry. 

Cots. 

Coolers, water. 

Covers, wagon. 

Crowbars. 

Cups, granite. 

Cutters, clinch. 

Cutters, wire. (See Pliers.) 

Diggers (post hole). 

Dippers, ladles, etc. 

Dishes, serving (vegetable and meat). 

Drills, rock. 

Flags, pennants. 



Flags. United States. 

Porks, cooking. 

FdTKS, carvhig. 

Forks, table. 

Preezen. 

Funnels. 

Ofiddles. 

Grinders, meat. 

Grindstones and fixtures. 

Guns, rifle or shot. 

Halters, leather, etc. 

Hammers, carpenter's. 

Hammers, geologic. 

Hammers, farrier's. 

Harness, double team, etc. 

Harness, single. 

Hatchets. 

Horses. 

Irons, branding (iron). 

Irons, branding (copper). 

Irons, climbing. 

Irons, flat. 

Irons, waffle. 

Jacks, wagon. 

Kettles. 

Knives, case. (See Machetes.) 

Knives, drawing. 

Knives, farrier's (buttresses). 

Knives, table. 

Lamps, kerosene, assorted. 

Lanterns. 

Lap robes. 

Machetes 

Mattocks. 

Mules. 

Oars. 

Ovens, Dutch. 

Pans, bread, dish, stew, etc. 

Pans, fry. 

Pickaxes. 

Pinchers, nippers. (See Pliers.) 

Pitchers assorted. 
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Nonexpendable properiyr-'CoxidJiM&d. 
MiscBLLANBOus — Continued. 



Pitchforks. 

Planes. 

Plates, assorted. 

Platters, meat. 

Pliers, pinchers, nippers. 

Pots, coffee and tea. 

Pulleys and blocks. 

Punches, revolving. 

Rakes. 

Reflectors. 

Riveting sets. 

Saddles, pack. 

Saddles, riding. 

Saucers. 

Saws, carpenter's, etc. 

Saws, meat. 

Scales, spring balance, etc. 

Scoops, flour, sugar, etc. 

Screw-drivers. 

Shakers, pepper and salt. 

Shears, scissors. 

Shovels, scoops, and spades. 

SkiUets. 

Sledges. (See Hammers.) 

Spoons, cooking. 

Spoons, table. 

Spoons, tea. 

Spurs (pair). 

The Survey brand. — All Survey animals should be branded with 
the letters '*U. S." and a recorded number. 

Care and storage of public property and pasturage of public 
animals. — In arranging for the storage of camp property and the 
pasturage of public animals at the close of field work effort should 
be made to locate them as near as possible to a main line of railway. 

The camp material should be placed in boxes, the boxes num- 
bered, and lists made of the articles stored in each box. The boxes 
shotdd be stored in a camp wagon under shelter^ in a atoieroom, or 
in sosie other dry and safe place, and should be secusdy packed and 



Squares, carpenter's. 

Soneezers, lemos. 

Steamers. 

Steels, butcher's. 

Stools. 

Stoves, cooking. 

Stoves, heating. 

Tables, camp. 

Tables, drafting. 

Tents with poles, 7 by 7 feet 

Tents with poles, 9 by 9 feet. 

Tents with poles, is by 14 feet. 

Tents with poles, asaortad. 

Tent flies, 7 by 7 feet. 

Tent flies, 9 by 9 feet. 

Tent flies, 12 by 14 feet. 

Tent flies, assorted. 

Tent floors, canvas. 

Tool handles, universal. 

Trunks. (See Boxes.) 

Tubs, wash. 

Turners, cake. 

Wagons, btxckboardt. 

Wagons, buggies. 

Wagons, camp (heavy). 

Wagons, road carts. 

Wrenches, monkey. 
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nailed, so that if necessary they may be in condition to be shipped 
by rail. 

Signed agreements should be entered into with the person taking 
charge of the property or pasturing the animals. Forms 9-056 and 
9-057 are provided for this purpose. 

The following precautions should be taken in storing property, 
and employees will be held personally responsible for neglect of 
them: 

All cooking utensils, etc., should be thoroughly cleaned and dried 
before packing, and no provisions should be stored. 

All tents, harness, blankets, ropes, and like material should be 
thoroughly dried in the sun before packing. 

All harness should be oiled with harness oil. 

All axles of vehicles should be cleaned with coal oil and well cov- 
ered with axle grease. 

A detailed inventory of all property stored must be taken on Form 
9-054, with a statement of its condition. 

Every article of property which appears on a voucher as having 
been purchased, and which is not expendable, must be accounted 
for on the returns of a custodian. Those in direct charge of prop- 
erty should exercise great care in its preservation, and be prepared 
at all times to make a statement to the custodian as to its condition 
and the amount on hand. 

Lost property. — In the conduct of field operations live stock may 
be lost, stolen, totally disabled, or killed under circumstances not 
involving negligence on the part either of the employee or of the 
custodian, so that the custodian should be relieved of accountability 
for the animal lost. For this purpose a blank form of affidavit is 
provided, of which the following is an example: 

Unitbd Statbs Gbolooical Survry, 

Osvcego, Kans,, April 26, i8q2. 
Personally appeared before me, the undersigned, a notary public wiihin and 
for Labette County, Kans., John Doe, who deposes and says that on the 31st 
day of Marcht i8q2, one horse, the property of the United States Geological 
Survey, was hiUedt under the following circumstances. The horse -was found in 
his stall vfOh one leg broken and was killed, the injury being of such a nature as 
to render him unfit for further service. 
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And he further deposes and says that said accident was not the result of care- 
lessness, neglect, or disobedience of orders and that no blame can be attached 
either to Richard Roe, custodian, who is responsible for said property, or to 
any i>erson in whose charge the above horse was at the time said accident 
occurred. 

John Don. 
Sworn to and subscribed on this 26th day of April, 1S02. 
In testimony whereof I have hereunto set my hand. 

K. D. KiNNBY, 

Notary Public. 

When public property has been lost or stolen without negligence 
on the part of the user reasonable charges for its recovery are allow- 
able. 

When camp property (except live stock) has become useless and 
valueless and on that account abandoned, or when it has been lost, 
a certificate to that effect, approved by the Director, must be fur- 
nished and filed with the custodian. 

Falsification of Accoiints. 

An act approved March 4, 191 1, provides — 

That whoever, being an officer, clerk, agent, or other person holding any office 
or employment under the Government of the United States and, being cliarged 
with the duty of keeping accounts or records of any kind, shall, with intent to 
deceive, mislead, injure, or defraud the United States or any person, make in any 
such account or record any false or fictitious entry or record of any matter relating 
to or coimected with his duties, or whoever with like intent shall aid or abet any 
sudi officer, clerk, agent, or other person in so doing, or whoever, being an officer, 
clerk, agent, or other person holding any office or employment tmder the Govern- 
ment of the United States and, being charged with the duty of receiving, holding , 
or paying over moneys or securities to, for, or on behalf of the United States, or of 
receiving or holding in trust for any person any moneys or securities, shall, with 
like intent, make a false report of such moneys or securities, or whoever with like 
intent shall aid or abet any such officer, clerk, agent, or other person in so doing, 
shall be fined not more than five thousand dollars, or imprisoned not more than 
ten years, or both. 

CORRESPONDENCE. 
CLASSIFICATION. 

Official correspondence may be classified as external and internal. 

External correspondence passes out of the Survey. Internal cor- 
respondence may be carried on between'the Director and his subordi- 
nates through heads of branches or between heads of branches and 



Digitized by VjOOQIC 



128 UNITED STATES GEOLOGICAL SURVEY 

chiefs ol dividons and parties and their subordinates. Correspond- 
ence between different branches should pass through the Director's 
hands. 

Correspondence which relates to the larger matters of policy of the 
Department and all communications with committees of Congress 
and with heads of other departments should be conducted through 
the oflfice of the Secretary. 

Correspondence which relates to the details of interbureau work 
should be prepared for the signature of the Director and addiessed 
to the chief of the bureau concerned. 

Letters from Members of Congress addressed to the Director should 
be answered by him unless the matter inv<dved relates to broad 
questions of policy, in which case the reply should be prepared for 
the signature of the Secretary. 

The Secretary directs that all communications marked or stamped 
" Prepare reply for Secretary's signature" (or " P. R. S.") be answered 
within 48 hours, and should it be impossible or impracticable to pre- 
pare a reply within that time an acknowledgment of the letter must 
be made, stating that the reply is in course of preparation and will 
be forwarded at the earliest possible date. A similar procedure may 
be found advisable in acknowledging requests for information when 
a delay in the preparation of the reply by a specialist is anticipated. 

Replies prepared in the branches for the Secretary's signature 

should be sent to the section of correspondence and records for 

copying. Letters from the Survey to the Interior Department 

that are likely to be referred to other bureaus of the Department 

or to other departments of the Government service should also be 

rewritten with copjdng ribbon in the section of correspondence and 

records. 

PROCEDTmE. 

Reference of Letters. 

The general official mail received in the Geological Survey is 
opened in the section of correspondence and records and referred to 
the proper branch, division, or section for action. Every letter 
except a request for publications or a mere acknowledgment is num- 
bered and recorded in the section of correspondence and cecords, 
and when referred is accompanied by a blue card bearing the same 
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number. This blue card is detached in the branch or division to 
which the letter is referred and retained there until the reply is pre^ 
pared or the letter is filed, when it must be returned to the section 
of correspondence and records with the action taken indicated. If 
a rei^y is required, it should be drafted for signature without unnec* 
essary delay and the blue card should be attached to the first page» 
If further reference is needed, the letter, with a partial reply attached^ 
should be returned to the section of correspondence and records for 
such reference. The partial reply should be so prepared that it 
caa be embodied without change in the completed letter of reply. 

It should be headed " Partial reply to letter of , dated -^ " and 

initialed by its author and the chief of branch or division concerned. 
The partial replies, when received in the section of correspondenoe 
and records, will be combined into a comi^ete TtfAy and the file 
copies will be retained there. 

Preparation of Lettert. 

Paper. — Three styles of letter paper have been adopted for the 
general use of the office, as follows: 

1. A heavy bond paper with "Office of the Director" printed in 
the upper left-hand comer, to be used for all external correspondence 
prepared for the signature of the Director or chief clerk. In excep- 
tional cases, when it is thought desirable to use a better quality of 
paper than the heavy bond, Crane's bond may be obtained in the 
stationery room. 

2. A lighter bond paper, to be used for the external correspondence 
of the various branches and divisions. 

3. A blue writing paper, to be used for internal correspondence. 
Care should be taken that the first and second sheets of letter 

paper correspond in quality, color, and size. 

Typewriters. — Inasmuch as it is impossible to turn out high-grade 
work tmless the typewriters are in good order, operators must see 
that the machines are at all times in the best condition. The type 
should be cleaned daily by the use of a type brush and a little ben- 
zine. Black record ribbons should be used and they should be re- 
newed as soon as the impression becomes faint. The operator will 
be held responsible for the care and cleanliness of the machine. The 
56720 — II 9 
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repair man should be called on only for the adjustment of mech£ui- 
ical defects. 

Date. — The date should be placed below and to the right of " Wash- 
ington." Figures only should be used for the day of the month — 
'for example, "April 21, 1910," not "April 21st, '10." 

Letters that are not likely to be ready for collection at 2 o'dock 
should bear the date of the next business day. 

Date lines on copies of letters prepared for the Secretary's signa- 
ture should be left blank. 

Initialing. — The branch or division symbol (see list of symbols 
1)clow) should be typewritten in the upper left-hand comer of the 
^rst page. The initial or initials of the stenographer should be 
typewritten in the upper right-hand comer of the carbon copy. 
The author's pen- written initials should appear in the lower left- 
hand comer of the first carbon page of every letter. The initials 
of the chief of division and those of the chief of branch, if neces- 
sary, should be written in that order beneath the author's initials^ 
No initials should appear on the copy to be signed. 

The branch and division symbols in use are the following: 



GB Geology. 
CBM Mineral resources. 
<}BC Chemistry and physics. 
AG Alaskan mineral resources. 

T Topography. 
"WR Water resources. 
-DA Disbursements and accounts. 
E Editor. 



I Illustrations. 

D Distribution. 

EP Engraving and printing. 

P Photography. 

L Library. 
ED Executive division. 

LCB Land-classification board. 

BC Business Committee. 



Superscription. — ^The name and address should be double spaced 
i^hen they occupy but two lines and single spaced when more than 
two lines are required. 

An effort should be made to use the most fitting title of address. 
"* Mr." should be used in preference to " Esq." " Prof.*' may properly 
■be prefixed to the name of any person regularly occupying a chair in 
a university or other educational institution. " Hon." should be 
msed in addressing Members of Congress and the higher Government 
and State officials. Heads of bureaus should, as a rule, be addressed 
l>y title rather than by name. 
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Scholastic degrees and official titles are always abbreviated when 
used in addresses. Titles of high rank, such as '* President" and 
" Governor," are not abbreviated. 

The original letter should be given to the stenographer in order 
that the names and addresses may be verified. 

Among the approved forms of address are the following: 

The President, 
Sir: 

The Honorable^ 

The Secretary of the Interior. 

The Commissioner 

of the General Land Office. 

The Director, 

Bureau of Standards. 

Hon. Henry Cabot "Lodge, 

United States Senate. 

Hon. Albert Douglas, 

House of Representatives. 

Hon. Henry Cabot Lodge 

Nahant, Mass. 

Hon. Albert Douglas, 

ChiUicothe. Ohio. 

Hon. John A. Dix, 

Governor of the State of New York. 

or 
The Honorable, 

The Governor of the State of New York, 
or 
The Honorable, 

The Governor of New York, 

President Arthur T Hadley. 
Yale University, 

New Haven« Connecticut, 

Prof. William Mann Irvine, 

Mercersburg Academy, 

Mercersburg, Pennsylvania. 

Mr. John Jones, 

Hiawatha 

Brown County. SZansas. 



When in Washing- 
ton. 



When not in Wash- 
ington. 



•Albany, N. Y.*' 
should be added 
on the envelope. 
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Mr. George A. Alkn, 

47 North Fulton Street, 
Portland, Maine. 

Messrs. R. Horn & Company, 
Chicago, 

Dyer County, Tennessee. 

Messrs. Smith & Brown. 

Comer of Arch and Broad Streets, 
Chicago, UlincMs. 

The following are correct forms of address in diplomatic corre- 
spondence: 

His Excellency [ambassadors only] 
Right Hon. James Bryce, O. M., 

Ambassador Extraordinary and Plenipotentiary 

of Great Britain. 
Sir: 

For those diplomatic representatives below the rank of ambas- 
sador the titles as given in the Congressional Directory should be 
used, for example: 

Sefior Don P. Kz6quiel Rojas. 

Envoy Extraordinary and Minister Plenipotentiary 

of Venezuela. 
Su:: 

Mr. Herman de Lagercrantz, 

Envoy Extraordinary and Minister Plenipotentiary 

of Sweden. 
Sir: 

In official letter writing the general rule of the Survey with refer- 
ence to style and address provides that the salutation shall be "Sir** 
or "Madam.'' In answering correspondence which is addressed 
personally to the Director or to the chief clerk, however, the operator 
is expected to use intelligent discretion in appljdng this rule, for In 
some letters other forms of address may be proper or desirable, and 
the member of the Survey staff who initials the letter is also expected 
to note this feature. The salutation of a reply should correspond 
to the salutation of the letter to which it is an answer. A letter 
addressed "My dear Mr. Smith" should have a response In kind — 
"MydearMr. Ransdell." 
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Body. — As the general appearance of the letter depends largely 
OB tlie manner in which the margins are preserved, this point shotild 
be considered before the address is written. The widths of the 
margins should be determined by the length ol the letted and 
generous margins should be made whercTcr consistent. As straight 
a line as possible should be preserved at the right-hand margm. 

For acknowledgments or replies the preliminary phrase should 
reffer to the date of the letter that occasions the writing. Should 
attention have been called to a file number or to initials, care should 
be taken to mention them. The following examples of beginning* 
are approved: 

In reply to your letter of May 3 (AW, S4), ♦ ♦ ♦ 

In compliance with your request of April 30, I am sending * * * 

In response to your recittest of May i, it gives me treasure * ♦ ♦ 

I am in receipt of your letter of March 4, * * * 

I have the honor to acknowledge the receipt of your letter of May ag, * * * 

Reference to the previous month or the following month should 
be made by name, not by "instant," "ultimo," or "proximo." 

A new paragraph should be made at every change of subject or 
at the introduction of a new phase of the same subject. 

The initials of the person addressed and the number of the page 
should be written in the upper left-hand comer of the second and 
each succeeding sheet. 

In punctuating it should be borne in mind that the purpose of 
punctuation is to aid in giving the reader a clear understanding of 
the text. Too little punctuation is as bad as too much. 

Capitalize "river," "bay," "cape," "harbor," "mount," "island," 
ef«. (singular form only), when used with the proper name. Capi- 
talize "state" and "territory," both Angular and plural, when 
referring to administrative divisions; also "county" and "town- 
ship" (singular form only) when used with the proper name. 
Capitalize "street" and "avenue" in addresses. Capitalize "gov- 
esimieat" when it means the United States Government. 

Use direct and dear language. Use only such adjectives as are 
neeessary and use the words "quite" and "very" as seldom as 
possible. Avoid long and unusual words where shorter, simpler 
ones will express the idea equally weU. Be concise but courteous. 
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Avoid labored or extended statements whose meaning may be ex- 
pressed in fewer words. Few letters need be longer than one page. 

The words "we," "us," and "our" should not be used in letters 
written for the signature of the Director or chief clerk, and neither 
the first nor the last paragraph should begin with a participle. 

In referring to the Geological Survey the phrase " the Survey " 
should be used in preference to "this office." 

When a letter is referred by a Member of Congress to the Survey 
the Member should be informed by letter that the matter has been 
attended to and that the writer has been informed that the action 
was taken at the Member's request. If the action was taken in 
response to a request made in a personal call at the Survey, that 
fact should be noted. If the letter referred is a request for publi- 
cations, a statement should be incorporated in the reply that the 
publications are sent at the request of the Member. 

Letters requesting information desired for the exclusive benefit 
of the Survey from those not entitled to the franking privilege 
should be accompanied by an addressed return penalty envelope. 

Requests for outside printed matter of any character should be 
made through the library. 

Conclusion. — The closing phrase should be "Very respectfully," 
which should begin at about the middle of the line below the body of 
the letter. 

"Director" or "Chief Clerk" should be written below and to the 
right of " Very respectfully," the last letter on a line with the margin. 
Ample space should be left for the signature. 

Inclosures, — ^The person who writes the letter must address the 
envelope, and must also make all inclosures. In the lower left- 
hand comer of the last page of the letter write the word "indosure," 
preceded by the number, thus: "(2 inclosures)." 

Attention is called to the instructions on the back of the mailing 
frank for publications. The address on the label should be the 
same as the address on the envelope. If the publications are sent 
at the request of a Member of Congress or other person outside of 
the office, the name should be written in the space provided for this 
purpose. The mailing frank for publications should be attached to 
the letter and not sent directly to the section of distribution 
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All packages that accompany letters for signature should be scut' 
to the section of correspondence and records properly wrapped and> 
labeled. The following are specimens of label addresses: 

Mr. Henry A. Brown, 

6s West Trenton Street, 

Newark, New Jersey. 
(3 electrotypes. To accompany letter of October 25, igog*) 

Mr. Henry Culpepper, 
877 Mound Street, 

St. Paul, Minnesota. 

Document sent at request of 
Hon. Moses E. Clapp. 

Addresses on envelopes. — ^The post-office will be saved some trouble 
and the Survey may avoid delay in receiving a reply if care is. 
taken to make the address on the envelope explicit. If the person 
addressed lives in a large dty, the address should include the 
street number or the post-office box number; if in a small town^j 
it should include the county. 

The envelopes of letters received are kept in the section of cor-' 
respondence and records for several days after receipt and may 
give information that the letters do not. Incomplete or doubtful 
addresses should be reported to the section of correspondence and. 
records. 

Dliposltioii of Letten. 

Collections of mail by messenger for the section of correspondence 
and records will be made at 11 a. m., i p. m., 2 p. m., and 4 p. m. 
The only letters prepared for the signature of the Director or the chief* 
clerk to be sent down by branch messengers are the "specials"" 
described below. Mail taken up on the 4 o'clock collection must bear 
the date of the following day. 

The regular mail should be prepared for signature early in the 
day and deposited for collection as soon as it is ready. The section- 
of correspondence and records is required to have all mail on the' 
Director's desk before 3 o'clock, but this requirement can not be 
fulfilled if every branch holds all or the btdk of its mail until 2 o'clock. 

A letter prepared for the signature of the Director or the chief 
derk which should be rtade '* special," or expedited, must be tagged 
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with a piece of red btotting paper and sent directly to the secticHi of 
corfe^>ondaice and records, from which it wilt be at once sent to 
the Director or the chief derk for signature. 

All replies to incoming letters which are tagged ** special" should 
be expedited as indicated above. 

The desirability of maintaining branch and divisioa files for 
ready reference is appreciated, but all important correspondence 
relating to administrative or legislative matters should be filed 
in the section of correspondence and records. 

All correspondence with the Secretary's office except form letters 
prepared by the editor and the disbursing officer and replies thereto, 
oertain routine letters of minor importance, and correspondence of 
tlie land-classification board not involving matters of policy, all 
correspondence with other bureaus and with Members of Congress 
except such as relates wholly to scientific and technical matters or 
simply to publications, and all corresp<»adence with the public 
relating to the administrative policy or the general bumness of the 
Survey shall be filed in the section of correspondence and records. 

letters of these classes that are referred to the three sdeatific 
branches through the section of correspondence and records will 
be stamped "General files." If letters of administrative character 
come directly to the branch, an effort should be made to have the 
correspondence reach the general files. If copies of replies prepared 
for the Director's signature are desired for the branch or division 
files, extra carbon copies must be made, properly stamped, which 
will be returned for filing after the original has been signed. If 
copies of letters to the Survey are desired for the special files, they 
also must be made by the branch or division interested. 

If any letters that pertain to the general or administrative busi- 
ness of the Survey, or that involve a change in existing policies, or 
that are of unusual importance, originate in the branches, copies of 
such letters should be sent to the general files at the same time the 
original is sent for signature. 

Copies of letters signed by the Secretary in answer to letters 
which have been referred to the Survey for the preparation of a 
reply for the Secretary's signature will be returned to the Survey, 
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but the original letter of inquiry will be retained in the Secretary's 
office. If a copy of the CMtiginal letter of inquiry is desired for the 
branch files, it ^ould be made at the time the reply for the Secre* 
taffy's signature is prepared. 

Branch files are designed mainly for internal correspondence, and 
any letters pertaining wholly to scientific and technical matters 
may be retained in such files. 

STATIONERY AND SUPPLIES. 

Proper requisitions must be prepared for all stationery, supplies, 
printing and binding, or outside services required. 

For stationery and suppUes to be issued from stock on hand and 
for stationery, suppUes, printing and binding, or repairs to be pro«- 
cured through the Department of the Interior, the white requisition 
(Form 9-125) must be used. 

For stationery and suppUes to be purchased, or services to be 
procured in open market, the colored requisition (Form 9-123) 
must be employed. 

These requisitions must be signed by the chief or other duly 
authorized member of the branch or division in which the station- 
ery and supplies or services are neede'd. 

Stationery, supplies, and outside services for the administrative 
branch will be purchased or furnished only on requisitions approved 
by the chief clerk. 

All requisitions of the Stu-vey for stationery, supplies, printing 
and binding, or outside services to be procured through the Depart- 
ment of the Interior must go to the stationery clerk, who will pre- 
pare the necessary requisitions on the Department. Both requisi- 
tions will then be submitted to the administrative bookkeeper for 
scrutiny and notation as to whether or not reimbursement is to be 
made. 

All requisitions covering stationery and supplies issued from 
"stock" and for stationery, supplies, printing and binding, or out- 
side services to be furnished by the Department of the Interior 
direct to the several branches and divisions of the Survey will be 
priced by the administrative bookkeeper or his assistant, and all 
requisitions covering supplies issued by the stationery clerk must 
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be stamped in the division whence they emanate, at the time they 
are drawn, "For scientific use" or "For administrative use," as the 
purposes of the requisition may justify; and on all requisitions carr 
r3dng supplies for both purposes the required information as to use 
must be made to cover each article. After requisitions have been 
approved and filled they wilJ be turned over to the administrative 
bookkeeper for proper entry in the records. 

A fountain pen will be issued to any employee of the Survey on 
proper requisition, and will be regarded as nonexpendable property. 
In case of loss, certificate must be filed as for other nonexpendable 
property before a new pen may be issued. The cost of fountain 
pens will be charged against the allotment for the division or section 
making the requisition, which must therefore be approved by the 
chief of division. 

Requisitions for articles mentioned in the following lists should be 
made on Form 9-125 by the numbers and titles given below: 

Form. 

Account, abstract of 9-023 

Account book, 60-page 9-918 

Account book, z4o-pase 9-9x9 

Account current 9-oaa 

Address, notification of 9-966 

Admission to building 9-990 

Agreement, care of public animals 9-057 

Agreement, storage of public property 9-056 

Auction sale, advertisement 9-051 

Auction sale, report of 9-040 

Authonzation to travel 9-944 

Bill of lading ^ 9-060 

Computation book, large 9-889 

Computation book, small 9-904 

Employment, field, application for 9-9ai 

Freight or express shipment, label for 9-050 

Geodetic coordinates, computation of 9-902 

Geodetic distances, computation of 9-901 

Geologist's time card 9-103 

Instruments, transfer of, return 9-139 

Leave of absence 1-034 

Leave of absence for day or less x-034 

Level, bench-mark descriptions 9-9x6 

Level notebook 9-903 

Level party, weekly report 9-92* 
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Fomi. 

Level party, monthly report 9-936 

Mail-forwarding card, postmaster 9-977 

Mail, registered, label for 9-4aS 

Mail, second-class, label for >•. 9-160 

Meal card ■ 

Mine notebook, large 9-927 

Mine notebook, small 9-911 

Pay roll. (See Voucher.) 
Photographic exposure record book. 

Pocket notebook, detachable leaves 9-8968 

Pocket notebook 9-896 

Postal card, plain. 

Precise levels, computation form 9-93* 

Precise levels, abstract form 9-r937 

Primary-traverse field notebook 9-928 

Primary-traverse distance record notebook 9~929 

Primary-traverse comimtation notebook 9-931 

Proof-reading record. 

Property, abandoned or lost, certificate for 9-974 

Property affidavit 9-048 

Property card 9-045 

Property, inspection report of 9-047 

Property, inventory of 9-054 

Property, invoice of 9-043 

Property, transfer of, receipt 9-044 

Proposal for livery, etc 9-947f 

Proposal for supplies, field 9-947g 

Receipt for cash payment 9-046 

Record of mileage 9-979 

"Regulations" of Geological Survey. 

Report of field assistants 9-946 

Requisition, instruments 9-44S 

Requisition, map engraving 9-055 

Requisition, map mounting 

Requisition, petrographic work 9-13 1 

Requisition, photography 9-1 36 

Requisition, photolithography. 

Requisition, pmrhase 9-123 

Requisition, stationery 9-125 

Return of property, quarterly 9-042 

Scraphook 9-961 

Scrapbook, large 9-428 

Shipment from office 9-114 

Specimen, geologic, label for 9-161 

Specimen, label 9-i6za 
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Focm. 

Tdegram book, carbon duplicatinsr 9^43t 

Xelegmph blank 9^x5* 

Temporary field af>pointment 9^45 

Topographic field work, montMr summary. 

Topographic office work, monthly sianmary 9-*tif 

1\>pographic party, montldy .jaeport 9-90S 

Topographic record, label for 9-166 

Topographic, and geologic level book 9*^43 

Transit record 9-^oS 

'nraverae party, weekly report 9^923 

Travetae party, monthly report 9-935 

Xriangulation field notebook 9*^i9 

Vertical-angle record 9-914 

Vertical-angle traverse record 9-^i3 

Voucher, pay 9-010 

Voucher, pay, chief dbbursing cietk'n 9-009 

Voucher, pay roll, short 9-oxa 

Voucher, purchase, long 9-008 

Voucher, purchase, short 9-006 

Voucher, subvoucher book 9-019 

Voucher, traveling expense 9-016 

Voucher, traveling expense, extra leaves 9-~oi7 

Yard-rod level notebook 9-940 

The f<^wing material is always charged to the branch makiiig 
the][reqiiisition: 

Books, Forms 9-904. 9-91 1. 9-927. and Bushn^'s copying' 

Drawing inks. Higgins's. 

Files, doth. 

Fountain-pen ink. Stafford's, pocket size. 

Pencils, Kohinoor. 

Sandpaper pencil pointers. 

Pencil-point protectors, 

Penholders, drawing. K. & E. 

Rubbers, Hardtmuth. Emerald (zti). and large (224) and small 

(its) ruby. 
Water colors, saucers, and brushes. 
Tracing linen and paper. 
Pens, drawing, Gillott and K. & E. 
Azure cloth-lined envelopes. 
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The following is a list of material for which no chaxge is made 
against the various appropriations: 

Statiomsxy. 

Baskets, desk, waste, etc. 

Bill files and box files. 

Bristol board. 

Brushes, paste, typewriter, etc. 

Cardboard. 

CUps. 

Cop3dn£ book, pen carbon. 

Crayons, wax. 

Daters. band. 

Envelopes, various sizes, manila and white. 

Erasers, rubber and steel. 

Finger shields. 

Polders, paper. 

Hand blotters. 

Hones. 

Ink, writing, fountain-pen, for numbering madunes and stMtw ptdfu 

Inkstands, pocket and desk. 

Labels, gum. 

Mail openers. 

Mucilage and cups. 

Oil for typewriters. 

Pads for desks. 

Pads for rubber stamps. 

Paper, blotting, manuscript, carbon, cross-section, amifla, typewriter* 

mimeograph, note and P. O., tissue, adding-madnne. 
Paper fasteners, O. K., gem, pinch, bulldog, etc. 
Paper weights. 
Paste in tubes and jars. 

Pencils, various kinds (black and colored), except Kohinoor 
Penholders. 
Pen racks and trays. 
Pens, steel, various kinds, writing. 
Pins in pyramids and boxes. 
Press copy books. 
Rubber bands. 

Rulers, la-inch to a4-inch. rubber and wood. 
Sealing wax. 
Shears. 

Sponges and cups. 
Stenographer's notebooks. 
Tape, red. 
Tags, linen. 
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Thumb tacks. 

Twine, large and small. 

Typewriter ribbons. 

MiSCSLtANSOUS. 

Brooms, floor, whisk. 

Brushes, hand, hair. 

Buckets. 

Chamois. 

Combs and brushes. 

Dustpans. 

Glue. 

Matches. 

Mops and handles. 

Oilers. 

Soap, toilet and scrubbing. 

Spittoons. 

Tacks. 

Tumblers. 

The following is a list of articles for which a charge may or may 
not'^be made, according to whether the material is for scientific or 
administrative use: 

Paper, items 35a, 36a. 

Rubber bcmds. 

Rubber erasers, disk. 

Writing pens. ^ 

Thumb tacks. 

Pencils, common, red, blue, green, yellow, and black. 

Penholders, soUd rubber. No. 3. 

Typewriter ribbons. 

Tube paste. 

Tablets, writing. 

Pins and paper clii>8. 

White and manila envelopes. 

Wax. sealing. 

MISCELLANEOUS. 
PBESEBVATION OF PUBLIO MONUMENTS. 

The Indian bill approved Jime 10, 1896, contains the following 
provinon (Stat. L., vol. 29, p. 343) : 

Provided further. That hereafter it shall be unlawful for any person to destroy, 
deface, change, or remove to another place any section comer, quarter-section 
cotner. or meander post on any Government line of stu^ey. or to cut down any 
witness tree or any tree blp^^d to mark the line of a government survey, or to 
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deface, change, or remove any monument or bench mark of any Government 
survey. That any person who shall offend against any of the provisions of 
this paragraph shall be deemed guilty of a misdemeanor, and upon conviction 
thereof in any court shall be fined not exceeding two hundred and fifty dollars 
or be imprisoned not more than one hundred days. All the fines accruing und^r 
this paragraph shall be paid into the Treastur. and the informer in each case of 
conviction shall be paid the sum of twenty-five dollars. 

COLLECTIONS. 

As provided by law, all collections made by members of the Sur- 
vey belong to the Government and must be deposited in the National 
Mtiseum. Members of the Survey therefore can not make collec- 
tions for themselves or for other persons or institutions. 

The material for lithologic collections is usually abundant, and 
Survey collectors may retain working specimens for themselves, 
provided such specimens are collected during the progress of their 
work and in such manner as not to affect the value of the Govern- 
ment collections. 

LAWS AND BEOTTLATIONS OONCEBinNO KAIL. 

Section 5 of an act of Congress approved March 3, 1877, provides 
(Stat. L., vol. 19, pp. 335-336) — 

That it shall be lawful to transmit through the mail, free of postage, any 
letters, packages, or other matters relating exclusively to the business of the 
Government of the United States: Provided, That every such letter or package, 
to entitle it to pass free, shall bear over the words "Official business" an 
indorsement showing also the name of the Department. 

In the interpretation of this section it has been ruled that pub- 
lications emanating from a bureau may be franked as part of the 
official response to a communication asking information of the 
bureau. Such publications may not, however, be franked as offi- 
cial if they contain any written or printed memoranda indicating 
that they have been sent with the compliments of anyone. 

Under date of September 10, 1910, the following circular was 
issued by the Secretary: 

To heads of bureaus and offices: 

The use of the mails for shipment of supplies by the Post-Office Department is 
limited, under a provision of law in the act of May xa, 19x0, making appropriations 
for the Post-office Department, as follows: 

"The Postmaster-General shall require, when in freightable lots and whenever 
practicable, the withdrawal from the mails of all postal cards, stamped envelopes. 
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aewBpftper wrai>pers, empty mail bags, lumiture, equimneot. and other fupplies foft 
the postal •enrice, except portage stamps, in the respective weighing dlrisions of the 
ootmtry, immediately preceding the weiching period in said division, and thereafter 
audi postal cards, stamped envdopes, newspiq^er wrappers, empty mail bags, to- 
niture, eqaipment, and other supplies lor the postal service, coccept postage i*f\r*tf9, 
shall be transmitted by either freight or express." 

The Actmg Postmaster General, hi letter of the 7th instant, requests that this 
Department, in the interest of economy, adopt a similar course in the shipment ol 
supplies. 

The offices of this Department will therefore, as far as practicable, avoid sending 
merchandise by mail which can conveniently and properly be sent by frei^t or 
express, especially when shipments of large quantities are to be made. 

(Signed) Pkank Piskgb, 

Acting Secretary. 

In accordance with this circular, it is directed that shipments of 
stationery or other Government property weighing more than 4 
pounds that are to be sent from or to the office of the Geological 
Siu^ey or from or to parties in the field must be sent by express or 
freight and not by mail. 

All official mail sent to Washington, D. C, should be addressed 
to the Director and not to individual members of the Survey, 
though it may bear in the lower left-hand comer of the address 
the name of the person for whom it is intended. The addition of 
this name will greatly facilitate the delivery of the mail. 

Attention is also called to the use of the penalty envelopes and 
labels provided for registered mail. They should be used only for 
mail forwarded from the Washington, D. C, post-office. When 
advisable, material sent by post from the field may be registered, 
and the registry receipt will be accepted in lieu of a subvoucher. 

Members of the Survey may authorize the city post-office to 
deliver to the Survey mail messenger their personal registered 
mail. When registered mail is deUvered to the agent of the ad- 
dressee it can not be forwarded by registered mail, but must be 
forwarded by ordinary mail or new registry fee and postage must 
be paid. Therefore, when employees leave for the field they should 
cancel the standing order for delivery of their registered mail and 
leave a forwarding order at the r^stry division of the city post- 
office. 
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Official registered mail should not be addressed to an individual 
at Washington, but to the Director. It should also be marked 
with the name of the individual for whom it is intended. 

On July II, 1906, the Postmaster-General ruled that "when 
officers of the Government transmit vouchers to a contractor for 
completion they may not under the law (sec. 512, P. L. and R.) 
furnish a penalty envelope to such contractor to enable him to 
retiun the vouchers in the mails free of postage." 

Special-delivery stamps can not be used officially. 

The residence address of every employee while in the office and the 
mail, telegraph, and express address of every official of every class 
when absent from the office, whether on official business or for 
other reasons, must be reported to the chief derk on the card pro- 
vided for the purpose. This address is needed to insure safe and 
prompt transmittal of mail. 

PRIVATE nrTEREST U? LANDS OB MnTES. 

The attention of all officers and employees of the Survey is called 
to that provision of the organic law which prohibits them from 
having any personal or private interest in the lands or mineral 
wealth of the region under survey, and to that which prohibits the 
survey or examination of property for private parties or corpora- 
tions. These legal prohibitions apply to all members of the Survey 
holding appointments from the Secretary of the Interior, whether 
connected with the scientific, technical, or clerical force, whether 
employed the whole or a part of their time on Survey work, and 
whether receiving an annual salary or a per diem compensation 
when actually employed. 

The restriction as to "mineral wealth of the region under survey" 
must be regarded as having very broad application. The Survey's 
field operations now cover practically all parts of the country, and 
its geologic, topographic, hydrographic, and statistical work touches 
every branch of the mineral industry and every mining district. 
Even if a mining district is not actually under siui^ey a report on 
that district may be in progress in the office or plans may have been 
prepared for future work there. The only safe interpretation of 
this legal prohibition is the strict interpretation, namely, that no 
56720 — II 10 
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member of the Survey shall own stock in any mtsing company 
whose property lies in the United States, incUiding Alaska;. 

With resptct to land, ohviously so strict an application of the 
pci^bition should not be made, even though it may be stated 
Hiat the work of the Survey indimctly affects the whole territory 
of the United States. Yet land vahies may be directly enllaueed 
by the field operations of the Survey-— values, for example, of coal 
tands tmder survey, swamp lands for whose drainage surveys are in 
progress or contemplated, or water powers on streams under inves- 
tigation. The spirit of the restriction under these and similar 
conditions should prevent members of the Survey from purchsuang 
any interest, and if interests have been already acquired it is desir- 
aibie that a statement of the fact be placed on file. 

When a member of the Geological Survey is called on to give 
expert testimony in any lawsuit involving questions of geologic 
fact or scientific opinion relative to a mine or mines examined by 
him in pursuance of his official duty, he must refuse to give such 
testimony or to appear in court, tmless when summoned he is 
within the jurisdiction of the court and is duly served with 
a subpcena and tendered statutory fees and expenses. If saeh 
lees and expex^es are tendered and a subpoena is served within 
tiie jurisdictional limits, he will present himself in court, and when 
called to the stand will ask the pre^ding judge for permission to 
make a statement and request. Such permission t>eing granted, he 
will read to the court the following provinon of law (Stat. I<., 
Ycd. 20, p. 394) forbidding private work to members of the Ge<^og- 
ical Survey: 

And the Director and members of the Geolotdcal Survey shall have no per- 
sonal or inrivate interests in the lands or mineral wealth of the region under 
survey, and shall execute no surveys or examinations for private parties or 
corporations. 

He will also state that a condition of his admission to mines is 
the avoidance of all private or unofficial use of knowledge so gained. 
He wUl further state that the value and effectiveness of the Geological 
Sturvey depend in large measure on the unprejudiced action of the 
corps and its complete removal from all private interests or con- 
tests; and, finally, he will request the presiding judge to excuse him 
from giving any testimony whatsoever. 
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In the trial of causes the sitting judge is absolute for the time 
being, but it is confidently expected that on hearing the above state- 
ment he will recognize the propriety of relieving members of the 
Geological Survey from the duty of testifying. 

Information of a confidential character, such as railroad and mine 
msLps, drill records, etc., is frequently supplied to members of the 
Survey by fwivate parties and corporations. The conditions tmder 
which such information is to be used, as stipulated by the persons 
furnishing it, should be set forth in writing, and the information 
must be carefully guarded and used only in accordance with the 
stipulated conditions. Whenever desired, a guaranty to this effect 
will be furnished over the Director's signature. 

RELATIOZrS TO THE GOVERNMEZTT. 

To the Survey. — Loyalty on the part of every member to the 
Survey as an organizaticm is essential to its continued efficiency 
and high standing. The enviable position which the Survey 
now h(^ds in the esteem and confidence c^ the public is a most 
valuable asset, and each member should feel that he is personally 
responsible for maintaining and increasing its reputation. No 
member of the Survey should publicly criticise the work or the 
character of another member. If there seems to be ground for 
criticism, it should be made through the proper official channels to 
the responsible officer, who will give it full consideration. 

To other bureaus. — Criticism of other bureaus should also be care- 
fully avoided, but if deemed necessary to the puUic welfare should 
be made only through the proper official channels. 

The Survey cooperates with the General Land Office, the Recla- 
mation Service, the Bureau of Mines, the Indian Office, the Forest 
Service, the Office of PuWic Roads^ the Mint, the Census, and occa- 
skmally with other bureaus. Emj^oyees assigned to cooperative , 
work should familiarize themselves with the regulations and methods 
of procedure of the cooperating bureau and conform to them. 
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RELATIOSrS TO OTHSB STJBVEYS. 

It is essential to efficiency and economy that cordial relations be 
maintained between the United States Geological Survey and State 
surveys. Wherever formal cooperation with a State survey is in 
force the public should be fully informed of the relation which the 
State survey bears to the work. In all proper ways the public 
should be impressed with the value of the local survey and the 
importance of giving it liberal support. It should be clearly under- 
stood that the federal and State surveys are not competitors occupy- 
ing the same field, but that each organization has a field of its own 
and that the work of each should supplement that of the other. 

RELATIONS TO THE PUBLIC. 

Courtesy to the public is enjoined on every member and employee 
of the Survey while engaged in ofificial duties. When persons make 
serious inquiry concerning the work the Survey is doing, time should 
be taken t6 give them the information they desire. Discourtesy to 
the people of the country will not be tolerated, and chiefs of parties 
will be expected to discipline or discharge employees for flagrant 
neglect to conduct themselves with politeness and propriety. 

EZTTERTAIKUrG PERSONS IN CAXP. 

Heads of parties and all other employees of the Survey are 
cautioned against entertaining in camp, when on field duty, any 
persons, whether acquaintances, friends, or relatives, in a manner that 
will interfere with public business. Instruments, outfit, and supplies 
are provided at Survey expense for official purposes only and should 
be employed solely to advance official work. Members of the Survey 
are required to give their time and labor strictly to official business. 

Division, section, and party chiefs are expected to bring this order 
to the attention of all concerned, to enforce it strictly, and to report 
any violation of it to the Director. 

NEWSPAPER INTERVIEWS. 

It is desirable that information concerning the progress of Survey 
work and matters of public concern in connection therewith shall 
be supplied to representatives of the press. The medium through 
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which such information should usually be issued is the weekly press 
buUetin, and it is expected that members of the Survey will utilize 
this in matters of routine importance. It is sometimes advisable, 
however, for a member of the Siu^ey to extend the courtesy of an 
interview to a newspaper man; in such cases it is of the utmost 
importance that all statements shall be well considered and that 
they shall be correctly reported. The tendency among newspaper 
men of a certain class to interpret wrongly or to color a verbal 
expression in order to produce a "good story" necessitates the 
adoption of the safeguards indicated below. 

No interviews or statements relative to official matters shall be 
given to members of the press without previous authority from the 
Director, and whenever any member of the Survey is solicited for 
such a statement he shall first ascertain by consultation with the 
Director whether or not the interview is so authorized. 

No interview shall be granted without obtaining from the person 
soliciting it a promise that he will, before submitting the material 
to his publication office, present a copy of his manuscript to the 
Director for approval; and if the promise is violated the incident 
shall be made a matter of record, and future interviews shall be 
denied to the person guilty of the violation. 

These restrictions are regarded as essential to the continued wel- 
fare of the organization and must apply to all officers in the field as 
well as in Washington, with the exception that field men may make 
general statements to reporters regarding their own field plans or 
work accomplished. No statements, however, should be made 
touching on the policy of this or any other Government bureau ex- 
cept in the manner above outlined. (See circular letters of May i, 
1907; August 12 and 26, 1908; and November 15, 1909.) 

EZTTBY OJSr PBIVATE PBOPERTY. 

In the conduct of the Survey's work it will sometimes be neces- 
sary to enter on private or corporate mining property. In such 
cases the officer or employee will put himself in communication with 
the owners or proper representatives of the owners of the property 
and announce that permission to enter is requested in the name of 
the United States Geological Survey, stating that all observations 
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and surreys are made whoUy in the interest of science and thaJt the 
results are to be used only in the preparation of official reports and 
maps to be published by the Geological Survey for the bene^ of the 
public. 

There is no federal law authorizing employees of the Geological 
Survey to enter on private lands against the wishes of the owner or 
his representative. At the same time the field work of the Survey 
can not be carried on without entering on such lands, and in the 
experience of the Survey objection to such entry has been rare. 
Chiefs of parties are informed that they enter on private lands by 
courtesy only, and must exercise caution in this matter, obtaining 
permission in advance in all cases of doubt. 

The following States have enacted laws granting authority to 
officials of the United States Geological Survey to enter on private 
lands: Arizona, California, Illinois, Maine, Montana, New York, 
Ohio, Petmsylvania, and Washington. 

BTTLES RELATIKO TO BTHLDINGS 0CCT7PIED BY THE S P K V B T. 

Smoking will not be allowed in the halls of the buildings occupied 
by the Geological Survey. 

The use of any other than safety matches within the buikUsigs 
occupied by the Survey is strictly prohibited. 

Venders of material and appliances of any kind whatsoever aod 
solicitors of patronage are prohibited from visiting the rooms ol 
emi^yees in any of the offices of the Survey during business hours. 

No machine, apparatus, material, or patented article will he«?e* 
after be received or allowed to be placed in any office of the Survey 
for inspection or trial, with a view to vending the same to the Gov- 
ernment, until a permit signed by the chief clerk and superintend- 
ent of buildings of the Department has first been obtained, and the 
permit must specify that the granting of it in no wise entails any 
responsibility on the Government for loss, destruction, or damage* 
Qor may it be construed as an implication that the Government 
may purchase such article. The day watchmen and messengers are 
strictly enjoined to see that this regulation is enforced and promptly 
to report any violation of it to the chief clerk of the Department. 
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ACTIOZr IK CASE OF ARREST. 

Members of the Survey engaged in field work are instructed that, 
should proceedings be brought against them in any local inferior 
court that are likely to annoy or interfere with them in the perform- 
ance of their official duties, no action should be taken by them that 
will in any way bind or compromise them until they have consulted 
the appropriate United States district attorney, or until they have 
sent to the Director a formal statement of the case, with a view to 
action by the Department of Justice, and have received instructions 
as to the course to be pursued. 

If an officer or assistant of the Survey is summarily arrested and 
taken before a justice of the peace, or other inferior officer, and 
ordered to pay a fine at once or accept imprisonment, the fine 
should not be immediately paid, but an appeal should be taken. 
Meantime, the facts should be communicated by telegraph to the 
Director of the Survey, who will without delay bring the case to 
the attention of the Department with a view to the immediate 
issuance of instructions to the nearest United States district attor- 
ney by the Department of Justice. 

POLITICAL ACTIVITY. 

The attention of the members of the Survey is called to subdivi- 
sion I of civil-service Rule I, relating to politick activity, as follows: 

No person in the executive civil service shall ase his official authority or 
influence for the purpose of interfering with an election or affecting the results 
thereof. Persons who by the provisions of these rules are in the competitive 
classified service, while retaining the right to vote as they please and to express 
privately their opinions on all political subjects, shall take no active i>art in 
political management or in political campaigns. 
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A. 

Page. 

Abbreviations, useof 49-50 

use of, in footnotes 46-47 

in parentheses 59 

Absence, unauthorized, penalty for 33 

Accounting, administrative, definition of xx4-xx5 

regulations concerning 73-137 

See also Disbursing agents; Bookkeeping; Property. 

Accounts, falsification of, law concerning xa7 

Addresses, personal, registration of 145 

Addressing, rules for X30-133, 135 

Administrative branch, organization of la 

work of X3 

Advertising, authority for 108 

method of 108-110 

necessity for X07 

Alaska, hotel bills in, allowance for 85 

Alaskan mineral resources, division of, work of X4 

Allotments, disbursing agents' accounts with zx6-xi7 

regulations concerning 73-74 

Analyses, form of tables of 4a 

material for, rules concerning 7a 

requests for, form of 7a 

Aimual leave, application for 3a 

authorization required for 33 

diange of, to sick leave 34 

deductions from 3a-33 

laws on a8-a9 

Su also Leave. 

Appointment derk, duties of Z9 

Appointments, regulations concerning x8-a8 

reports on a5 

Appropriations, allotment of 73-74 

character of >. zo 

limitations on zo, 73, 1x3 

Army, transportation by zoo 

Arrest, proceedings in case of xsx 

Assignment of pay and subsistence, authority for 8z-8a 
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Page. 

Attendance, hours of 99-30 

honrs of, extension of 38 

laws on 38-99 

regulations concerning a8r37 

Authors, rules and suggestions for 37-57 

B. 

Baggage, excess, charges for, aflowanoefor 84 

Base maps, compi la tion of 69-64 

corrections suggested in, by authors 647-65 

Baths, allowance for 85 

Bendi marks, law concerning 15 

Bibliographies, regulations requiring 38 

Bookkeeping, regulations concerning zao-xaz 

Branches of Survey, organization of xa-iS 

symbob for 130 

table showing la 

Buildings occupied by Survey, rules relating to 150 

C. 
Cabs. See Livery. 

Cameras, use of 69-70 

Camp, entertainments in. . , X48 

See also Field. 

Capitalization, rules for 48»i85 

Carboncopies, useof,for "copy," prohibition of 3S 

Carrier, initial, diarges payable to < 100 

Cash fares, allowance of 97 

Checks, loss of 1x8^-1x9 

use oi, by disbursing agents xvi-izf 

Chemical laboratory, work of 79 

Chemistry. See Physics and chemistry. 

Chief clerk, duties of xx 

Civil Service Commission, regulations of, as to temporary field employees M-94 

Civil-service districts, Ust of 96 

Clerical posts in field, appointment to a4~9f 

Collections of natural objects, deposition oi, in National Museum zo*24i 

Confidential information, inviolabiUty of 146-147 

Congressmen, correspondence with za8#'x34 

Contracts, authority for xz9 

classification of 1x3 

regulations concerning iiar-itg 

Cooperation with outsiders, regulations concerning X49~<4' 

Cooperative work, leave for, application for 36-^ 

Copy. See Printer's copy. 
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Page. 

Correspondence, classification of UT-zaS 

disposition of iiSrti6 

forms of « iMr^^sA 

indosures in z34-ia5 

preparation of la^igs 

preservation of <36-»37 

reference of u8-xa9 

superscription of 130^133 

Court, attendance at, leave for 36 

testimony at, avoidance of 146-X47 

Cross references, use of 41 

Custodians, accountability of lax 

duties of 121-taa 

D. 

Dentistry, sick leave not allowed for 33 

Dictating reports, objections to 39 

Director, appointment of 18 

correspondence of laS 

duties of II 

private secretary of 18 

Director, acting, designation of la 

Disbursements and accounts, regulations concerning 73--xa7 

Disbursing agents, accounts of, rendition of zigmao 

bonds of zz4 

books of M^iit 

designation of 113 

identification of uf 

laws governing 1x5-116 

regulations concerning zxs*-xao 

relation of, to Government 116 

Disbursing clerk, duties of 115 

Distribution, section of, duties of 18 

District ofiices, list of xi 

objects of XX 

Divisions of the Survey, symbols for 130 

table showing xa 

E. . 

Economic geology, sections of Z3 

Editions of publications, size of xo 

Electricity, charges for ixa 

Employees, classification of X9 

property of, hiring of xio-xxx 

See also Personnel; Laborers. 
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Pace. 

^ograviiiK and printing, division of, duties of x8 

Estimates, preparation of 73 

Exchange, artides received in xo 

Expendable property. Ste Property. 

Expenditures, limitation on 73 

Express, bills of lading for xo6 

charges for shipments by xo6 

shipments by, regulations concerning 106 

F. 

Fees, allowance for 85 

Ferriage, allowance for 8s 

Field agreements, use of a 7 

Field assistants, age of 27 

appointment of x8, ai-^St 26-27, X13 

classification of 22 

detail of, to Washington 22-23,27 

free service of 28 

furlough of 23-24 

pay of 79 

promotion of 23 

reports on 24, 27-28 

Field purchases, rules for X07 

Figures, use of, in manuscripts 50 

Files, preservation of 136-X37 

Fiscal matters, regulations concerning 73-X27 

Footnotes, form of 4S-47> 59 

Forced bill of lading, execution of xoi 

Forest reserves, survey of, laws for 15 

Fossils, drawings of 55 

Fountain pens, supply of X38 

Free service, prohibition of 28 

Freight, classification of 97-98 

damages to 101-X02 

demurrage on X02 

loading of X02 

preparation of 97-98 

prepayment of loo-iox 

routing of xoo, 102-103 

storage of X02 

transportation of, regulations concerning 97-105 

weight of 98 

Furlough, application for 35 

granting of 35*36 

deductions on account of 33>34i35 

Sunday and holidays during 35 
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Page 

Gas, charges for ixa 

Geographic names, authorities for 44; 64 

corrections of 64-65 

Geological Survey, organic law of 9-xo 

organization of io-x8 

outline of xo-ia 

Geologic branch, authority for establishing zj 

organization of 13, 13-14 

work of ,. 13-X4 

Geologic names, rules concerning 4^-43 

committee on, functions of 43»55 

Geology, division of, organization of la* 13 

division of, work of ^ 1$ 

Govenmient witnesses, attendance of, at court 36 

Great Northern Railway* bills of lading on 99 

H. 

Heat, charges for iza 

Holidays, charge of, against leave 3i»34»3S 

pay for ySrSo 

Holidays, half, grant of 3a 

charge of, against leave 3i»34»35 

pay for 7»-8o 

Hotel bills, allowance for 84-85 

Hyphens, use of 44» 50, 59 

I. 

Illustrations, approval of 55, 56-57 

character of 54 

drawings for 54 

electrotypes of, sale of, at cost 57 

identification of 54-55» 55-56 

lists of 40, 56 

re-use of 57 

purpose of 54 

titles for 56 

transmission of 56» 55 

Illustrations, section of, duties of z8 

Initial carrier, charges payable to xoo 

Initialing of letters, rules for 130 

Instruments, shipment of zo6 

Insurance, marine, payment of 99 

Interior, Secretary erf, appointments by x8)X9 

correspondence of xsS 

Interviews, newspaper, restrictions on 148^x49 
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J. 

Page. 
Job employees, selectioii of. reports on as 

laborers, appointment 6t z8, 93,37 

qualifications of 37 

Lading bills erf, regulations concerning 98-xoa 

bills of, use of Government form of 99-zoo 

Land classification board, organization of 14 

work <rf 14 

Lands, private interest in i4S-»47 

Lantern slides, preixuation of 7x 

Laundry, allowance for 85 

Laws. See Organic law; Appropriations. 

Leave of absence, accruement of $i 

application for 31 

authority for 30-31 

extension U 31 

lapse of 31 

regtdations concerning 30-36 

See also Annual; Sick; Court; Military: Furlough. 

Leave without pay, regulations concerning 35 

See also Furlough. 

Letters. See Correspondence. 

Library, extent of 67-48 

use of 67,68-69 

Livery, allowance for 84 

Live stock, branding of 135 

pasturage of 135-136 

purchase of xix, 113 

transportation of xoo 

Lundi hour, no charge of, against leave 33 

time for 30 

M. 

Mail, regulations concerning X43~z45 

registry of '44-x45 

transmission of 143-^44 

Mailing list fqr notices of publications , 67 

Manuscript, contents and lists of illustrations for 39-40^58 

dictation of 39 

pagina t i o n of 38^57 

plaimingol 3^40 

preparation ol ,... 38-53 
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Page. 
Manuscript, text headings in 4o-4i> 58» 59 

See also Printer's copy; Tsrpogiaphic style; Proofs; Illustrations; Type- 
writer operators, etc. 

Map editing, division of, duties of x8 

Maps, construction of 14 

engraving of x8 

publication of 17-18 

See also Base maps: Topographic Atlas. 

Marine insurance, pay for 9* 

Matches, use of, in Survey buildings 150 

Meals, allowance for 84-85 

Mileage books, procurement of 96-97 

Military service, leave for 29*36 

Mineral resources, division of. organization of X3 

work of 14 

Mines, private interest in I45-X47 

Monuments, public, preservation of X4a-i43 

N. 

National Forest surveys, laws concerning 15 

National Guard, service in. no loss of pay on account el 99 

National Museum, collections deposited in .* xo, 143 

Negatives. See Photographic negatives. 

Newspaper interviews, restrictions cm 148^x49 

O. 

Oath of office, necessity for 19 

Office hours, period of 39-30 

Organic law. text of 9-10 

Overtime, no compensaticm for a8 

P. 

Paleontology, section of, work of xj 

Paragraphing, rules on 41 

Passengers, transportation of, regulations co n cerning 95-97 

Pasturage, diarges for xxx-xxa, xxj 

provision for xas, xa6 

Pay. assignment of 8x-8a 

computation of 78-79 

vouchers for 8a-83 

Pay rolls, regulations concerning 83-83 

Peddling, prohibition of ^ X50 

Penalty envelopes, use of 143, 144, X45 

Pens , fountain . supply of X38 

Per diem employees, leave of 3a 

Personal mail, disposition of X44-X45 

Peraonal services, regulations cooceminc 7 7-83 

vouchers for 81-83 



Digitized by VjOOQIC 



l6o INDEX. 

Page. 
Personnel, regulations concerning xi-37 

relations of, to Government xi6, 147 

to outsiders 147-148 

restrictions on iio-iii, 145-147 

See also Employees. 

Petrographic terms, form U 44 

Petrology, section of, work of 13 

Photographic laboratory, regulations concerning 69-79 

Photographic negatives, ownership ol 69-70 

use of, by public 70-71 

adcnowledgment ol 71 

Photographing, instruction in 69 

Photomicrographs, making (rf 7a 

Physician's certificate, requirement of 33 

Physics and diemistry, division of, organization of '. 13 

work of 14 

Political activity, prohibition of 151 

Porters, fees for, allowance of 85 

Printer's copy, condition of 38» 57 

ntunbering ol 38, 57 

See also Typographic style. 
Private property, entry orf X49-Z50 

entry on, authority for, in some States 150 

Private secretary to Director, appointment of 18 

Probationary appointees, distinction between temporary appointees and ax 

promotion of ax 

regulations concerning 18-19 

Probationary field appointees, regulations concerning 95 

Promotion, importtmities for, prohibition of az 

leave for examination for 39 

regulations concerning 9o-9z 

See also Field assistants. 
Proofs, correction of, rules for Sx-54 

corrected, sample of S3 

queries on, importance of 59 

Property, camp, regulations concerning 195-196 

Property, expendable, nature of X93 

Property, nonexpendable, disposal of 199 

nature of X93-195 

Property, public, abandonment ol Z99,X97 

care of X9i 

classification ol 199 

loss ol Z96-Z97 

recovery ol X97 

returns of X9a 

sales of X14, X9Z, Z99 
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Page. 

Public, relation of Survey to 148 

Publication branch, authority for 17 

organization ol 13, x8 

work of 17-X8 

Publications, allotments of 66 

author's copies of 66 

classes of *. 37>6s 

distribution of ; 17, 6SHS7 

by field employees 67 

•■ labels for 67 

editi<ms of 10 

exchange of xo 

issue of, notification of 67 

law relating to 17 

reissue of 17 

sale of 10, 17, 65, 66 

scope of , xo 

See also Reports; Maps. 

Public monuments, preservation of i49->x43 

Punctuation, rules for 59; 133 

Purdiases, authority for 107 

cash payments for xio 

r^^latioos omcemmg 107-iix 

Touchers for \... 74,94-95, ii<>-iii 

a 

Quarantine, leave granted for 33-34 

Ouotations, accuracy of 44 

R. 
Railroads, bond-aided, list of 103-105 

payments to 90, 100 

Railroads, land-grant, list of 103-105 

shipments by loa 

Registered mail, regulations concerning 144-145 

Registry fee, subvoucher for X44 

Reinstatement of furloughed appointees, time ol 36 

Rentals, regulations concerning iix-iia 

voudiers for iia 

Repairs to buildings, regulations concerning xxi 

Reports, course of 47 

laws concerning 10 

manuscript for. rules for preparation of 38-47 

Routing, rule for xoo 

56720 — II II 
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S. 

Pace. 

Sales, advertisement of 1x4 

regulations concemine 1x4, xax, xaa 

Shipping orders, use of 98 

Sick leave, allowance of 33-34 

application for 34 

change of annual leave to 34 

deductions for 34 

holidays and Sundays in 3x,34 

investigation ol 34 

laws on 29 

minimum time charged against 34 

Sickness, proof ci 33-34 

Signatures, rules for 134 

Sleeping cars, allowance for 84,85 

Smcdcing. restrictions on 150 

Special delivery stamps, use of 14s 

Specimens collected, disposal of 10, X43 

Spelling, authority for ; 51 

State cooperative work, leave for 36-37 

State surveys, relation of Government to X48 

Stationery, lists of X38-X4a 

requisitions for 137-138 

Storage, charges for loa, 111-1x2, 1x3 

provision for 135-126 

Subsistence, compensation in lieu of 79-8x 

compensation in lieu of, assignment of 8x, 82 

payment of 83 

Subvouchers, use of 74-7S»9S> ^44 

See also Vouchers. 

Sundays, charge of, against leave 3i»34>35 

pay for 78, 79-80 

SuppUes, office, lists of 138-142 

requisitions for 137-138 

Survey. See Geological Survey. 

Symbols for branches and divisions 130 

T. 

Tables in manuscripts, form of 38,4x-42,6x 

Tardiness, penalty for 30 

Technical procediure, information on 37 

Telegrams, allowances for 85-93 

copies of 95 

rates for 88^-93 

regulations concerning 85-87 
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Page. 

Tdephone service, allowance for 94 

contracts for 1x3 

Temporary appointees, distincticm between probationary appointees and 21 

leave for 3a 

minimisation of number of 19-ao, ai 

subsistence of 78-80 

See also Field assistants. 

Testimony, expert scientific, rules concerning X46-U7 

Text headings, rules for 40-'4x* 58» 59 

Tcacts section, duties <rf 18 

Thin sections, study of 73 

Time reports, accuracy of 30 

requirement <rf 30 

Titles, use of 44-4S» 131 

Tolls, road, allowance for 85 

Topographic branch, authority for 14-xs 

organization <^ la, 15 

work of 14-xs 

Topographic Atlas, rules for preparing sheets of 6x-6a 

Transfer charges, allowance for 84 

Transferred employees, leave of 3a 

Transfers, mode of ao 

restrictions on ao 

Transportation, fares for. , 83-84 

regulations concerning 84 

requests for, regulations concerning 95-96 

See also Passengers; Freight; Express. 

Traveling expenses, allowances 83-94 

authority for 83 

certification of 94 

regulations concerning 27, 79*80,83-95 

vouchers for 74» 76» 94-95 

See also Transportation. 

Travel orders, issuance of 74 

Typewriter operators, don'ts for 6o-6x 

instructions to 57-6i> 129-135 

See also Manuscripts; Printer's copy. 

Typographic style, rules for 48-5x> S7-6« 

See also Spelling; Hyphens; Footnotes; Abbreviations; Tables, etc. 



Vouchers, forms for 76-77 

regulations concerning 74-77> 89, 94-95, xio-iix 
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w. 

Page. 

Waiters, fees for, allowance of 8s 

Washixigtoii. detail d temporaiy field jncn to aa> a? 

penalty envelopes used only in i44 

purchases in lOy 

Water, charses for iia 

Water-resources branch, authority for x6 

orcanization of la, 16 

work of 16 

Witnesses, expert, avoidance of testimony by 14^147 

o 
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